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A Greg¢ Writer in China 


By Bess Wheeler Skelton 


Meadville, Pennsylvania 


TORTH CHINA is the ideal place for for rather indifferent work. If chance offers 


a stenographer. There one does not a really good stenographer there is hardly 
as need to be an expert, nor to have had anything they will not pay het 
raining along other commercial lines. Ste Ambitious Chinese students recognize the 
nography of any sort is in great demand, demand for shorthand writers, but they can 
ind a really good shorthand writer can choose not overcome the handicap of language 
her employer, Twice during 


fix her own sal- my residence in 





iry, and practi- China | was 


cally designate asked to give 


her own work- instruction in 
ng hours. Na- stenography 
tive Chinese are One applicant 


alwaysincharge was a girl who 
of the  book- 
keeping. They 
ire invariably 


rea | und spoke 

English very 

easily and cor 
" 


good account- rectly, but who 


ants,andcan be understood well 
secured at a far only when 
ower price than watching the 


speaker's lips 
A few efiorts 


aforeigner. As 
typists they are 








mechanically convinced us 
accurate, and both that she 
any sort of form On the way to work in China had not the nex 
letters may essary founda 
safely be turned over to them; but when it tion for the work. She learned the characters 
comes to stenography their lack of facility in the first lesson and wrote them quickly 
in the use of English puts them out of the from the text, but if dictated in any order 
running. other than that given in the book she could 
Foreigners in China fall into one of two not catch the English. She had come pre 
classes, the missionary or the business class pared with her Gregg Manual and a note- 
The former are concerned with affairs in book and sharp pencils. She was willing to 
which business plays an unimportant part. work and eager to learn, but inability to 
The second class is made up of exec utives recognize sounds made her ambition impos 
and their families, usually prosperous men _ sible to realize 
whose wives and daughters busy themselves After that experience I was interested 
mainly with social life. These men have enough in the problem to answer an adver 
been accustomed to good stenographers in  tisement asking for an instructor in Gregg 
the States, and when they have had to man- Shorthand As a result a young Chinese 


age without such help for several months, about twenty years old came out to see me 
as they are frequently obliged to do, they He had completed the International Corre 


are willing to pay exceedingly good salaries spondence School course in shorthand 
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from the Shanghai Branch, as I recollect 
and he wanted someone to dictate and 
criticize His notebooks were models of 
neatness His outlines were small and 
carefully made, and he could write without 


hesitation any word or phrase that had oc 


curred in any of the exercises, but on new 


matter he was absolutely hopeless He 
could take a paragraph with which he 


unfamuliar ind 


was 
work 
better 


after several hours 


could produce outlines for it much 


than my own, but on any new dictated matter 
half-minute. I was 


both Chinese 


he was lost in the first 


interested to note that these 
had pi ked out Gregg. 

Chinese who have had the advantage ol 
study in the United States or England havesul 
ficient command of the language to make good 
stenographers, but their study has enabled 
them to fill positions of greater importance. 
that I worked in 


more than ten stenog 


During the two years 
China there were not 
raphers in Tientsin and Peking, the two cities 
of the North through which the vast majority 
transacted Six of them I 

Five of them wrote Gregg 
North 
principally of importing and exporting, and 
trade runs millions of 


Correspondence takes a 


of business is 
knew personally 

Foreign business in China consists 
the volume of into 
dollars annually 


spurt just before a transpacific mail leaves, 


and then there is a lull of several days before 


matters are arranged for the next mail. A 
large amount of business is done by cable, in 
code, and though a Chinese can learn to 
decode readily, it takes considerably more 
skill in language to manipulate a message 
so that it may be coded economically In 


ability to secure the necessary stenographic 
help has led several firms to send out women 
from the home ofhce, making the opportunity 
to work in the China branch the reward of 
service and loyalty 


From a stenographic point of view Chinese 
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names are practically the only difficulty to 
be encountered in a business office in China 
There are Romanizatior 
in good usage, but names are 
differently in different parts of the country 
Unfortunately, Americans as a rule are not 


several systems of 


pronounced 


good linguists, and all the facts combined 
demand constant alertness A name that 
sounds new or one that looks unfamiliar may 


often turn out to be an old friend in a new 
dress 

The usual working day is only six hours 
nine to five, with a lunch 
One who has to cross the bridges in China 
The pic 


two-hour period 
can well plead cause for tardiness. 
ture below is of the bridge over the Grand 
Canal at Tientsin, over which I passed daily 

rhis bridge used to be open about the time | 
passed, and I have been held up as much as 
an hour there; but I found what its 
schedule was supposed to be, I made friends 
with the trafic cop who gave the signal for 
opening and closing, and after that he alway 


‘ 
when 


waited until I had passed before he blew thx 
whistle. 
Holidays are 
leaves are easy to obtain, 
to get acquainted with the country and with 
If one has been 


very frequent, and week-end 
thus enabling one 


its old temples and palaces. 
accustomed to working in a big office with 
many other men and would 
doubtless be lonely in a 
China, for with the exception of the manager 
and perhaps one or two department heads, 
foreigner, and 
other 


women she 


business house in 


the stenographer is the only 
many details that would fall 
hands at home have to be managed by her. 


into 


Indeed, some things that are comparatively 
unimportant at home are very important in 
China, for instance on the 
letters. The vast Chinese 
live so close to starvation that a purloined 


putting 
majority -of the 


stamps 


stamp may often mean a whole meal for some 
Hence it 


family. 


is wise to remove tempta- 














Bridge over the Grand Canal, Tientsin, China 
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tion. To insure the safe arrival of letters 
at the post office each letter is entered in a 
hook which the office boy presents with the 
letters to the mail clerk, who checks off each 
one against the entry, and thus guarantees 
that your correspondence has officially started. 

It is not unusual to receive letters written in 
French or German, for business in the Far 
affair of many nationalities. It 
have at least a reading 


East is an 
is convenient to 
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language besides Eng 
lish, but by no necessary A very 
moderate ability to follow slow dictation 
and to transcribe one's notes with some de 
gree of accuracy is the only prerequisite to a 
good job. If a stenographer's ability in this 
line is above the general average, and if, in 
addition, she should possess some degree of 


knowledge .of some 


means 


initiative and common sense, there is hardly 
any limit to the salary she may receive. 


oOo 


Just a Job 


By Edgar A. Guest 
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Asked & Answered 


I am puzzled at times to know when to use the dis- 
joined dash for ed, ted, ded, and when not to use it. Can 
you elucidate the rule a little? 

The rules for the past tense may be ex- 
pressed as follows: 

1. Join ti d, 
make 


or ed wherever it is 

possible to a facile and legible 

joining. 

2. Disjoin: 

(a) When the past tense ends in 
r and the reversing principle does 
not apply. (Examples: reared, 
poured). 
(b) After a reversed circle on n, 
m, ng. (Examples: neared, marred, 
lingered). 
(c) After wordsigns or abbreviated 
words which do not end in the 
last consonant of the word. (Ex- 
amples: accepted, abbreviated). 


In further explanation of the foregoing, 
we may add that there is a growing tendency 
on the part of practical writers to join the 
past tense wherever it is possible to do so. 
Formerly it was the custom to disjoin after 
all reversed circles, as in «uttered, scattered, 
but this is giving way to the practice of join- 
ing the past tense and thus avoiding the lift- 
ing of the pen. Even after nt, nd, mt, md, 
as in painted, landed, prompted, many expert 
writers prefer to join the dash for the past 
tense rather than lift the pen. In many cases 
the joining of the past tense form has the 
advantage of preserving the original form for 
the root word, as in admitted, defeated, over- 


loaded, needed. 
¢ © @ 


How shall I write the past tense form of equal? 


The past tense may be expressed by rais- 
ing the end of J, in accordance with Para- 
graph 97; but as two reverse curves of differ- 
ent length occur in succession in the word, 
most writers prefer to use the disjoined dash. 


é® © @ 


Why is the past tense form of fashion formed by the 
disjoined dash instead of the nd blend? 

When ed is added to “shun” we use the 
sign for the past tense, as in mentioned, mo- 
tioned, occasioned. In most cases the dash 
may be joined, and when this is done, the 
joining is more facile than it would be with nd. 


“What's puzzling you?” you ask. A great many thing 
every day. Up to now I have been hewing my own w 


through the unheard-of (in school) words and terms 
(a sanitorium for nervous and mental diseases 
Here 


get here 
but it has occurred to me that you might help me 
are a few samples of the things which puzzle me: Psych 
(and derivatives), chircpractor, hemiplegia, s 

meer, anaesthesia, diplococcus, 


frepi u 


We suggest the following outlines for this 
special type of work: 


goo 


In the word paralysi would you consider the word 


wrong if the students write it with the vowel, /-#- 

No, it would not be wrong for a student to 
insert the final vowel in paralysis. In the 
case of minor vowels, which do not materially 
affect the outline, some latitude is allowed. 
Too much emphasis on the insertion or omis 
sion of minor vowels in teaching has a ten 
dency to discourage the students, and should 
be avoided. 


A ° ° 


What class of words are governed by the principle 
which teaches that words ending in a, and their deriva 
tives, drop the final ¢ and do not need to disjoin in adding 
or, tve, etc.? The Dictionary gives eector with the # 
director with the disjoined r, and 
kr. All three words end in c, followed by or, but each has 
a different outline. 


contractor with the joined 


The principle is of general application 
As it is difficult to distinguish clearly three 
curves running rkr, 
the r is disjoined for or after the wordsign 
direct. In the word, elector, and in a few other 
words the ¢ may be inserted or omitted at 
the discretion of the writer. As the word 
elector is not a common word, some young 
students might find it a little difficult to read 
it without the /, although advanced writers 
would have no trouble with it. 


in opposite directions, 


°« e ° 


Why, in the word selective, write both vowels and in the 
word aftractive, only one—both are reversed curves? 

We insert the second vowel in select to dis 
tinguish the word from silk, and of course the 
form is not changed in the derivative, selec 
tive. In many cases where reverse curves of 
different lengths occur in the body of a word, 
the vowel is inserted to mark the distinction 


in length, 
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o be continued next month) 





Have you sent in your C. T. Contest work? 
Final papers are due June 30. 
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The Contest Season Is Now On! 


NDEED, it that there is no 
time of year when the Contests are not 
on! We have been in the habit of think 

g of the big International Typewriting 

mntest at New York City as the event of the 

ill, the All-American at Chicago in August 

s the summer meet, and the different school 

mtests as scheduled for spring. But with 

e growing adoption of the contest idea 

ere is scarcely a gap in the calendar! 


seems 


Montana 


Ts first of the school contests reported 
to us this season was that held in the fall 
etween Three Forks and Belgrade, Montana, 
gh school classes. They are just inaugu- 
iting contest work out there, we understand, 
t they believe so strongly in its effect on 
he class standards that they have framed 
eir rules to penalize the school for failure of 
y student to take part—the 
eing determined by dividing the total net 
ords written in either shorthand or typing 
est by the total number belonging to the class 
international Rules govern the scoring of 
dividual records in typewriting; in short 
ind they deduct five per cent for each error 
incorrect word, omission, typographical error, 
spelling, punctuation), multiplying the errors 
y five and subtracting from two hundred, 
1 two-hundred word letter, dictated at about 
seventy words a minute, being the basis of 
the test. This result is then divided by the 
imber of minutes taken for transcribing. 
The following scores were made at this 
first test, individual honors in shorthand 
going to Miss Marcella Schneider in short- 
ind, and to Miss Dorothy Jurgensen, in 
typewriting—both Three Forks students. In 
he school scores, however, Belgrade won the 


school scores 


pewriting honors. 
Shorthand 


BELGRADE 
ernice Hunt... 9.4 
Frankie Miller 
Violet Miller. . 
Ethel Hutchings 10.1 
19.5 
~5.8 
13 
13.7 Divided by 4 = 3.42 Net 
THREE FORKS 
Phyllis Culbertson 17 
Dorothy Jurgensen 
Marcella Schneider 
Zelda Hawkins 
Florence Eck. 
Mary Branigan 


59.5 Divided by 6 = 9.91 Net 


l ypewriting 


BELGRADI 
Twila Watson 
Ethel Hutchings 
Frankie Miller 


S2 Divided by 


THREE FORKS 
Phyllis Culbertson 
Agnes Callaghan 
Stella Wilson 
Dorothy Jurgensen 
Zelda Hawkins 
Susie Norman 


Anaconda District 


first high school con 


( N February 24, the 


test ever held in the mining district of 


Montana took place at Anaconda, students of 
Helena, and Ana- 


Butte captured first plac« 


Butte, Deer Lodge, Dillon, 
conda competing 
in both shorthand tests, and in Ser 
writing, and second honors in bot 

hand and typewriting in the Junior divis 
five out of the eight highest records. Di 
won the Junior 


second place in the Senior, with 


contest 

Ana 

second in the 80-word shorthand test 
The 


Note especially that 100% accuracy re 
d ti 


typewriting 


scores were good in all div 
Miss Oates, in Junior shorthand, ar 
of Miss Gainor and Mr. Kelly 
test. 

Plans were 


April, but the results have not rea: 


¢ 


in the S8U0-w 


state 


afoot for a 


Senior Shorthand 


Anaconda, Montana, February 24, 
(80 Words a Minut 

NAME City 
Virginia Gainor 
James Kelly 
Lillie Pekkari 
Gordan Berry. 
Warren Murray 
Inez Hanson. 
Marie Morelli 
Gladys Smith 
Neva Mayo.. 
Jennie Mackey 


Butte 
.Anaconda 
Butte 
J Villon 
Dillon 
Anaconda 
Helena 
Deer I odge 
Deer Lodge 
Helena 


Junior Shorthand 


(60 Words a Minute) 
NAME City 
Margery Oates Butte 
Viola Eleffanti Butte 
Margaret Lyon Anaconda 
Josephine Hjelmvoll \naconda 
Continued on page 3472 
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Senior Typewriting 


Ciry 


Butte 
Dillon 


NAME 


Leonard Hample 
Daisy Moran 
Neva Mayo 
Evelyn Collins 
Martha Gooch 
Fred Dullenty 
Jennie Mackey 
Marie Burns. 
Marie Morelli 


Butte 
Dillon 
Helena 


Helena 


Deer Lodge 
Anaconda 


Anaconda 


Net Per 


Gross ERRORS MINUTE 


1044 15 
1009 23 
Ra3 14 
1072 31 
878 25 
909 52 
955 52 
1000 77 
1099 101 


Junior Typewriting 


Dillon. 
Butte 


Albert Dullenty 
Look Chung 

Helen Hanson 
Agnes Conger 
Margery Oates 
Nellie Duff 
Josephine Muchmore 


Butte 


Anaconda 
Anaconda 


Drummond 
Drummond 


1039 
880 


ww 
“he 


870 
697 
a4 


$05 


wwe we 
“we © 


& 


589 


Annual Connecticut Championships 


Hazel Vile 


Mary Wollenberg 
Hartford hh. 


artford 


A T the same time (February 24) the an- 
4 nual contest held at the convention of the 
Connecticut Business Educators’ Association 
was taking place at Hartford High School 
auditorium. The highest shorthand honors 
were carried off by Miss Mary Wollenberg, 
who broke the state record by turning in a 
transcript on the 120-word ‘“‘take’’ with but 
four slight errors. She made only one or two 
on the 100, and but one in the 80-word test. 
Miss Wollenberg is a 1922 student of 
Merchants’ and Bankers’ Business School— 
another Jarvis-trained winner!—and is now 
secretary to Winchell Smith, the playwright 
Her participation in the Novice typewriting 
test last year while in school made writing 
under contest conditions a little less difficult 
this season, undoubtedly. <A contest is a 
rather terrifying experience for most novices. 

The 100-word test brought out another 
wonderfully fine record—a perfect score, in 
fact—in the transcript of Miss Grace Gustaf- 
son, of Meriden High School. Miss Doris 
Shiner and Miss Florence Morris, two more 
students of H. W. French at Meriden High, 
and Miss May Allison, of New Britain, topped 
the 80-word high school records. 


The silver medal in the 100-word class 


Marion Reid 
Hartford 


Grace Gustafson 

Meriden 
went to Miss Hazel Vile, a six-month student 
of Merchants’ and Bankers’ School, Hartford, 
while Waterbury Business College students, 
Miss Anna Seibert and A. Consello, tied for 
third place. 

This year’s typewriting copy must have 
been difficult, for although Miss Cecilia Mis- 
bach kept her lead in the State open cham- 
pionship, she wrote but ninety-two words a 
minute against 102 last season. 

In the two-year high school class Miss 
Jennie Wooding, of Lyman Hall school, 
Wallingford, was first, writing sixty-one 
words a minute; Miss Clara Strunz second, 
with sixty. There were twenty entries 
in the three-year high school class. James 
Randaziso, Branford High School took 
first place, with seventy-four words a minute, 
and Edith Haglin, of the same school was 
second, with sixty-eight. 

Miss Marion Reid, Merchants’ and Bankers,’ 
added another laurel to the school collection 
—the Novice Championship—won at fifty- 
two words a minute, eleven words over 
Emilie Gutcher, of Hartford High. Third 
place in the Novice class went to Walling- 
ford, on the record of Beatrice Ginsburg, 
of Lyman Hall High School. 
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Canadian Contests at Toronto, Vancouver, and Victoria 
Held Simultaneously, March 9, 1923 


the 
the 
and 369 
Ty pe 


Canada. 


interested in 
page 367 
tables 


will be 
on 
t he 


seeing 
and noting 
page 368 
the big Championship Contest in 
riting held March 9 at 
bears the same relation events in the 
that the at New York 
does in this country—the biggest 
the year 


yy? all 

picture 
suits in on 
Toronto, 
to 
hominion 
ch fall 
i most 


contest 


important ol 
It is held in most attractive surroundings at 
Hall, of the 
city Special 
this 


auditoriums 
interest was taken in 
for Mr. Hossfeld, 
e World Champion, was present and gave a 
demonstrations. You will 
the center of the 
ture to the left of “Popp” 
the 


lassey one hnest 
t he 
< contest year, 
ries ot recog- 
Stage in the 
Kimball, who 
typing 
as he does here in the States 
the report Mr. Jarrett did 
any others of the famous 
present, but they 
» write for our Canadian friends occasionally 
for Mr. Jarrett himself, who 
is in charge of the United Typewriter Com- 
loronto the well- 
known Champions of long standing, and is 


re him in 


rects destinies of speedists 
in Canada 
In sending 


whether 


us 
t say 
\merican 


operators were 


well as us. 


iny s office, is one of 
iching the typists of Canada, as Oswald 
in this country, how to combine speed and 
curacy in contest work as a preparation to 
irrying those most desirable qualities with 


hem into business 


Commercial Contests 


Arlene Bastien 
Murphysboro 


contests 
southern 


commercial 
schools of the 


annual 
high 


first 
the 


THE 
for 
irt of Illinois was held at the Normal School 


March 30. The schools 
taking part must have put in good training, 
wr the you will from the 
table, are unusually high for the first year's 
tests. The official figures just as they came 


Carbondale 


on 


records, as see 


Ethet Schopp 
Belle ville 


hey are no mean writers up in Canada, 
but the copy was rather ‘‘stiff’ the 
records, Mr. Jarrett tells us, are as high 


as they 


and 
not 
are normally 

The out-standing feature of this 
contest the participation of Vancouver 
and Victoria operators, a contest committee 


present 
was 


having been formed in each of these cities to 
conduct a with the 
all records counting in the 


contest simultaneously 
Toronto contest, 
Canadian Championships. The same matter 
was used in all cities and the time set as nearly 
The idea worked 
is likely that 


be added, as the innovation 


the same hour as possible 


out very satisfactorily, and it 
other cities will 
stimulated 


the contest than 


has much greater interest in 


ever before 

The leading records in the Eleventh Bilin 
gual Canadian held 
yearly in Quebec Province are also interesting 
In this the 
five minutes from 


minutes from English copy 


( ontest three times 


contest operators must write 


French copy and five 


Eleventh Bilingual Contest 


MACHINE OPERATOR 
Irma Wright 
Fred Jarrett 
He lene Robillard 
Fernands 


Crry 
Underwood 
Underwood 
Underwood 


Toront Ont 
Toronto, Ont 112 
Grand ‘Mere, Que 95 


Underwood Leblanc Grand ‘Mere, Qu o4 


Miss Wright won this contest with a record 


twenty words a minute higher than the best 


previous made on the tests 


Bilingual 


;in Southern Illinois 


Myrtle Large 
Flora 


the next 
In addition to the shorthand and type- 


from the contest committee are on 
page. 
writing events the penmanship work of the 
schools contesting was judged from specimens 
of class work submitted, Carbondale Publi 
Schools winning first place and West Frank- 
fort, second. Honorable Mention given 
Cairo, Benton, and Vienna High Schools, 


was 
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First Annual Southern Illinois Commercial Contest 


CONTESTANT 
Ethel Schopp 
Alene Bastien 
Harry Horning 
Halene Harrison 
Myrtle Large 
Esther Bertram 
Hazel L. Yehling 
Alma Eidman 
Gladys Youngkin 
Margaret Phillips 
Melba Hale 
Jean Grushkin 
Mae Perrine 
Mamie Cresswell 
Ruth Tickner 
Ellen High 


CONTESTANT 


Myrtle Large 
Halene Harrison 
Gladys Youngkin 
Alene Bastien 
Ethel Schopp 
Jean Grushkin 
Melba Hale 
Margaret Phillips 
Alma Eidman 
Harry Horning 
Ellen High 
Esther Bertram 
Mamie Cresswell 
Hazel L. Yehling 
Ruth Tickner 
Mae Perrine 
Elsie Moll 

Alva Redman 
Robina Hollister 
Robert Vineyard 
Lucille Hess. 


MACHINE 
Underwood 
Underwood 
Underwood 
Underwood 
Remington 
Underwood 
Underwood 
Underwood 
Underwood 
Underwood 
Underwood 
Royal 
Royal 
Underwood 
Underwood 
Underwood 
Royal 
Underwood 


Carbondale, Illinois, March 30, 1923 


Shorthand—100-Word Dictation 


309 Gross Words) 


SCHOOL 
Belleville 
Murphysboro 
Harrisburg 
W. Frankfort 
Flora 
Belleville 
W. Frankfort 
Mascoutah 
Marion 
tlora 
DuQuoin 
Murphysboro 
Herrin 
Harrisburg 
F airfield 
Cairo 


Errors 


Shorthand—80-Word Dictation 


CONTESTANT 


....Harry Horning 
Edith Oldani 
Mae Perrine 
Myrtle Large 
Hazel L. Yehling 
Alene Bastien 
Halene Harrison 
Charles Rodd 
Ellen High 
Vera L. Milford 
Alva Rodman 
Alma Eidman 
Jean Grushkin 
Melba Hale 
Robina Hollister 
Elsie Moll 
Louis Dickey... 
Gussie Saletra 


(300 Words Net) 


SCHOOL 
Flora 
W. Frankfort 
Marion 
Murphysboro 
Belleville 
Murphysboro 
DuQuoin 
Flora 
Mascoutah 
Harrisburg 
( airo 
Belleville 
Harrisburg 
W. Frankfort 
Fairfield 
lierrin 
Mascoutah 
Carmi 
Carmi 
Pinckneyville 
Vienna 


T ypewriting 


(Fifteen Minutes) 


SCHOOL 
Harrisburg. 
Herrin 
Herrin 
Flora... 

W. Frankfort 
Murphysboro 
W. Frankfort 
Marion 
Cairo 
Cairo 
Carmi 
Mascoutah 
Murphysboro 
DuQuoin 
Carmi, 
Mascoutah 
Sparta 

oe BORE GR nn cscnccess 


Errors 


“OU & WwW = 


Net SpPrep 
102.66 
102.33 
102 
101.66 
101.66 
101.66 
100 
100 
99 66 
Ww 
98.606 
97.33 
95 
94.33 
94.33 
91.33 


Net SPEED 
79.73 
79.4 
79.2 
78.9 
78.6 
78.4 
78.1 
78.1 

8 

s 

6 


SSESSoORnSSIIUIU 


ERRorS 
17 
20 
33 
24 
37 
26 
41 
42 
358 
19 


26 
51 

43 
389 
41 

60 
53 


ACCURACY 
99.67 % 


ACCURACY 
99.66", 
99.35 
99 
98.66 
98.33 
98 
97.6 
97.6 
97.3 
97.3 


Ner Per 
MINUTE 
61.73 
59.66 
47.66 
42.53 
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The Exhibition at Moscow 
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Shorthand Correspondents 


entries in the Corre 


f Iheon list of the latest 


spondence Exchange is begun here: 


W. O. Statler, Baltimore & Ohio R. R., 607 Second National 
Bank Bidg., Toledo, Ohio 

Helen I. Burgoyne, ( H. Walker 
Pensacola, Fla 

Morris Raphel, 417 East 146th St., Bronx, N. ¥ 

Elien F. Savage, 49 North St., Augusta, Maine 

Helen Fowler, Box 136, Condon, Oregon 

Pear! Walker, Box 28, Condon, Oregon 

Laura McConnell, Box 382, Condon, Oregon 

Violet West, Box 21, Condon, Oregon 

Matilda S. Jones, Box 113, Condon, Oregon 

Helena Marks, 225 Middle St., Minersville, Pa 

Peggy Williams, 111 No. Second St., Minersville, Pa 

Delia Szal, 460 Sunbury St., Minersville, Pa 

Joseph Stupka, 509 McGeah Bidg., Pittsburgh, Pa 

Lillian C. Parker, 407 Davis St., Salisbury, Md 

Paul Fako, Jr.. 1455 Spring Place, N. W., Washington, 
~ Cc 

F. Logue, Gainsboro Telephone Company, 311 Broad- 

way, Cookeville, Tenn 

Alma Gibson Jones, Henderson, Ky 

Loraine Gibson, 708 Clay St., Henderson, Ky. 

Helen E. Schroeder, 1103 North 13th St.. Leavenworth, 
Kans. 

Annie Rounio, Box 65, South Ashburnham, Mass 

Joseph P. Callahan, 164 Spencer Ave., Chelsea, Mass. 


Lumber Company, 


Jennie Lee Vaughn, Box 7* tlia 


Thos. | 
Lity 

Jennie S. Evans, Apt 
City 

lone Bestwick, Sabet! 

Sabet! 


Evans, Apt 


Emma Cashman 
Felice M. Clark, Sabet 
Harry Corwin, Sabetha 
Howard Crawford, Sabeth: 
Stanley Hollister, Sal : 
Mary Jones, Sabetha Ka 
Rudolph Leuze 
Drex Lyon, Sabetha, Kar 
Clifford Maynard, Sabetha 
Mae Nickels, Sabetha, Kans 
Lester Payne, Sabetha, Kans 
Marion Spencer, Sabetha, Kans 
Dora White, Sabetha, Kans 

Loris Humphrey, Sabetha, Kan 
Dorothea Durst, Sabetha Kans 
Anne I. Swenson, 200 N. Main St., Ar 
Elsie Bengsch, 641 S. 3rd Ave., Tucsor 
Etta Cooper, 1405 W. Sth St t 
K. Audo, P. O. Box 63, Hitc! 


hans 


Sa betha 


Kans 


Texas 


Hazel Hoodmacher, 1020 33d St., Sacran 

José R. Can6, Sol Street, Rio Piedras, Porto Ri 

Myrtle Palmquist, Box 1531, R. F. D. N 
mento, Calif. (Continued on page 344 
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Ruth V. Smithington, 5408 Hecla Ave., Detroit, Mici 
Naomi Morris, S. Division St., Extd., Salisbury, Md. 
Viola Dockhaus, Clintonville, Wis 

Beatrice Brohm, Clintonville, Wis 

Erna Trieglaff, Clintonville. Wis. 

Elinor Zenisek, Clintonville, Wis. 

Arnold Sprearbraker, Clintonville, Wis. 

DeVera Bohmann, Clintonville, Wis. 

Victor Siebold, Clintonville, Wis. 

Hugo Schauder, Clintonville, Wis. 

Ada Lemke, Clintonville, Wis 

Walter Grutzmacker, Clintonville, Wis. 

Raymond Kemmer, Clintonville, Wis 

Arno Desens, Clintonville, Wis 

Edgar Voltz, Clintonville, Wis 

\loys Laux, Clintonville, Wis 

Janet McNelty, Clintonville, Wis 

Fred Zick, Clintonville, Wis 


Fremont C. Gault, 721 Poplar St., Sandpoint, Idaho 


WRI 


TER FOR MAY 


Frances Shroder, 117 Fairground Ave., Hagerstown. Mo 

Lorraine Steinmetz, 157 S. Mulberry St.. Hagerstown, Mc 

Margaret Gray, 200 Jefferson St.. Hagerstown, Md 

Frank X. Meyrs, 679 Sheridan St., Aurora, Ill 

Lillian Young, 800 N. 13th, Leavenworth, Kans 

Helen Brewington, 510 Camden Ave., Salisbury, Md 

Arthur Lembke, 424 N. Fourth St.. Mankato, Minn 

Vesta L. Holcomb, 509 E. Bailey St.. Whittier, Calif 

Janet Griffin, 7820 Hough Ave., Cleveland, Ohio 

Delma Smith, 305 Barcley St., Salisbury, Md 

Myrtle E. Anderson, Box 29, P. O., Westminster, Mass 

Ena Ashbee, 198 W. 6th St., Oswego, N. Y 

Helen Dewine, 217 E. 7th St., Oswego, N. ¥ 

Bessie Wallace, 219 W. 6th St... Oswego, N. Y 

Florence Miller, 132 E.Sth St.. Oewego, N. Y. 

Howard Ransford, 403 W. 10th St., Eagle Grove. lowa 

Jennie Lee Vaughn, Box 796, Tulia, Tex 

Mary Marie Gibson, 1451 Hamilton Ave., Grand Rapids 
Mich (Continued on page 379) 


CO°o 


Business Letters 


Traffic Department Correspondence 


inmer Conmsirucit Dictation, Page 97, Letters 9 an 
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Conducted by W. W. Lewis 
Head of Theory Department, Gregg School 
6 North Michigan Avenue, Chicago 


How to Pass an Examination 


S EXAMINATION season draws near, 
we know you will be interested in and 
the following extracts 
Scher 
These 


profit by 
article by Professor H. B. 
erhorn, of Vanderbilt University. 
iggestions may be applied with equal force 
» our daily tasks. 


will 
mm an 


Let me say at once that this is not in the 
iture of a recipe for making an omelette 
vithout eggs Nor are these suggestions 
ntended for the encouragement of those 
students who, after an eleventh-hour prepara 
on, sit down at an examination in the illu- 
sory hope of getting something for nothing, 
,as might more truly be said of their brain 
icking efforts, in the expectation of getting 
omething out of nothing 

“Most will 
onclusion, based upon practical observation 
nd experience, that seventy-five per cent of 
he students taking a given examination could 
idd from three to ten or more points to their 
ndividual scores by the application of better 
onsidered methods in their preparatory work, 
nd by taking a few simple precautions in 
vriting out their papers. Even as little as 
two or three points may be the ‘just enough’ 
o carry you through as the additional impetus 
arries the football over the bar in a goal 
kicked from the field. Out of the total num- 
er of failures in an examination one-half 
nay be due to insufficient preparation, but 
he failure of the remainder is clearly due to 
the lack of proper method in dealing with the 
examination itself. 

“However painstaking and thorough the 
nstruction given in a subject, there is always 
i percentage of the class that fails to make a 
passing grade on the final examination. The 
students who fail do not iack the requisite 
ntelligence and ability; they simply do not 
ise ordinary judgment in preparing for and 
n taking the examination. There is abso- 
lutely no necessity for these failures. If you 
have trouble with your examinations, just 
put the following suggestions into practice 
on the next occasion, and we will guarantee 
a successful result. 

“1. As stated at the outsct, an omelette 


examiners confirm me in the 


nor can an 
previous 


can't be made without 
examination be handled 
preparation Don't rely upon ‘cramming’ at 
the last moment. Make your own digest or 
synopsis of the subject in such wise that you 
There is no better 
mind the main 


eggs, 
without 


can use it for review 
method for fixing in 
outlines of a subject 
“2. An East Indian 
able to tell you in advance of the examination 
just what the questions were to be; but those 
gentlemen are scarce and prefer dispensing 
quite information at their seances 
You can, however, get along very well without 
While cannot 
what will 
can 


one's 


wsychi might be 
5 


useless 
such dubious assistance you 
determine 
be asked on a 
predict 


beforehand questions 


examination, you 


of the principles 


given 
successfully many 
upon which questions will be framed 

“When you come to think of it, there are 
leading and important 


a certain number of 


and any 
apparent by the 


text 


points principles in given top 


made 
them by the 


These are usually 
emphasis placed upon 
writer, or by the instructor during your study 
of the subject. Now it stands to reason that 
in making up the questions for an examination, 
some, probably a majority, of the questions 
will be framed upon the leading points of the 
subject 
“An 
On a 
mastership the question was put 
is the the earth?’ To 
candidate replied, ‘I do not know 
figures, but I am sure thatit is not near enough 
to interfere with the proper performance of 


absurd deserves its answer 


service 


question 
examination tor a 
‘How near 


civil post- 


moon to which one 


the exact 


my duties in case I get the job.’ 
may be worth while 
blessed 


“In this connection it 
to remark that all examiners are not 
with a sufficient sense of humor to appreciate 
playful flights of fancy in an answer to a 
question, and the risk may not be worth the 
taking 

“3. Don't handicap yourself by 
in a paper the substance of which may be 
good, but which is slovenly in appearance 
and in a handwriting difficult to read. Put 
vourself in the place of the weary examiner 
Think how hard it is to be quite fair and im- 


turning 
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Lesson XVII 


iW ‘ords 


Sentences 


partial, when he has first to decipher your 
answer before he can estimate its value. 

“4. Take ten minutes to read the questions 
entirely through before you put pen to paper. 
You will find, let us say, four or five, more 
or less, as to which you are posted. Take 
these up first, and work them out before 
passing on to a consideration of other ques- 
tions as to which you may be in doubt. This 
order of procedure has several advantages. 
For one thing, it saves time—a point of im- 
portance where the examination is on a speci- 
fied time allowance. What is far more im- 
portant, however, it keeps your nerves and 
brain in the proper condition to tackle the 
more difficult questions successfully. 


WRITER FOR MAY 


Lesson XVIII 


Words 


hand, 
method, i. e 


“Suppose, on the other that 
follow the ordinary that 
take up and undertake to answer the ques 
tions in their order. In the second or third 
question, perhaps, you meet what happens 
to be a poser. So there you stick, and fret 
and fume and cudgel your brains, and time 
is passing, and possibly you don't succeed in 
cracking that particular nut after all, with the 
result of getting yourself in what is popularly 
known as a ‘state of mind’ very unfavorable 
to clear thinking on the remainder of the 
paper. 

“This is poor strategy. Leave the difficult 
questions till the last. It is likely that by the 
time you come to them something called for 


you 
you 
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THE 


Lesson XIX 


uu ‘ords 


by the other questions that you have answered 
will throw light the difficulty, or will 
suggest to your mind a point that might have 
refused to come to you of its own accord 

“5. A question frequently takes the form 
of a statement of facts. Take time to make 
sure that you understand the facts before 
passing to the solution. Don't jump to con- 
clusions. Don’t omit the reasons for your 
solution. Reasons are generally called for, 
and they are usually treated by the examiner 
as of quite as much value in themselves as the 
correct solution standing alone. 

“6. Don't volunteerinformation not called 
for by the question. State your solution 
and your reasons therefor,and stop. Toadd 


upon 
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Lesson XX 


it ords 


t 


Sentences 


anything more is dangerous, for, even if your 
surplusage is correct enough in itself, it can 
add nothing to a your 
answer is correct, your irrelevant display of 
learning is not likely to help your score on 
And if your added statements 


may 


correct answer If 


that question 
should chance to be 
thereby mark for an 
perfect answer In short, by 
what is fairly called for by the question, you 
have everything to lose and nothing to gain. 

“7. The entire paper should be read over 
carefully after you have finished, comparing 
each question and answer, and making certain 
that you what you have said in 
matter and that you have omitted 


incorrect, you 


spoil your otherwise 


going beyond 


mean just 
form, 
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nothing, and that you can add nothing to 
advantage. Unfortunately, this kind of 
proof reading or revision comes at a time when 
you are heartily tired with the ordeal, and 
when your one thought, naturally, is to turn 
in your paper and make for the open air and 
Yet, if you will spend the twenty 

so needed to run through your 
certain to find the 

You will find cor 
will 


freedom 

minutes of 
work, you are morally 
effort 
rections and 
mean several added points when the value of 
your paper comes to be reckoned up. Mis- 
takes that are easily the haste or 
preoccupation of writing out your paper 


noticed corrected upon a 


a good investment 


additions to be made that 


made in 
are easily and 
final reading. 

“Some of the errors commonly 
would be 


found by 
examiners, and detected 
in time by this precaution, are the omission 


which 


part of a question divided 


the omission to give 


to answer some 


} 


into (@), { . c), et 


the reason for a solution; the insertion or 


omission of that little word ‘‘not"’ in a fashion 
that 


tention, 


conveys the exact opposite of your in- 
making of inconsistent or 
Save the examiner 


from 


and the 
contradictory answers 
yourself possible 


embarrassment, and 


failure, by a revision of your paper. 
“8. The state of your mind is as important 
make of it. As examination 
you 
subjects and preparing for the day of trial, 
think to yourself: ‘I wish to 
I hope to succeed. I shall do the best 
that I can, but I’m not over-sanguine as to 
the result This is all Don't allow 
any thought of failure to enter your mind. 
On the contrary, say continually to yourself: 
whatever that I shall 
knowledge 


proper 
as the use you 

time draws near and are reviewing the 
don't say or 


pass 


wrong 


‘There's no doubt 
succeed, I 
enough and to spare to accomplish this. It 
I shall do well on this exami- 


confident of that 


have brains and 
is not difficult. 
nation. I'm 
success is a foregone conclusion.’ 

“Repeat this to yourself as you sit down 
to the examination and while you are working 
out You will be agreeably 
surprised at the result. 

“There is nothing in the least mysterious 
in this 

“Self-distrust, lack of confidence, is a form 
of fear, and fear can paralyze any powers 
that we might otherwise be capable of putting 
forth. What chance would you have to win 
at tennis, golf, or any other game, if you came 
to it with your mind possessed by the con- 
viction that your opponent was going to beat 
you? With such a thought as that in your 
mind, you are beaten before you begin; in 
truth, you beat There's a saying: 
‘Confidence is half the battle.’ It’s more than 
that! Backed by reasonable preparation. 
confidence wins the battle. 


perfec tly 


your answers 


yourself 


WRITER FOR MAY 


“The suggestions that have been given 
may be summarized as follows: 


1. Make reasonable preparation upon the entire subject. 

2. Give particular attention to the leading points in the 
subject as emphasized during the course. 

3. Write legibly. 

4 Answer first the 
in doubt 

5. Be 
question 
answer 


yuestions as to which you are not 


sure that you understand the facts stated in a 
and what is called for, before working out your 
6. When you have answered the question, and have 


stated your reasons, stop Don't volunteer informatior 
not called for 

7. When you have completed your paper, take time 
to re-read each question and your answer thereto, to see 
that you mean what you have said and have omitted 
nothing. 

8. Be confident, positive Say to yourself: ‘I can 
succeed. I am going to succeed. I! shall be fully equal to 
the examination when it comes With the idea of success 
firmly fixed in your mind, and following the other sugges 
tions given here, you are bound to come through in good 


style. 


“So long as examinations shall continue 
to be given and taken, why not take them 
in such a way as to yield the best results? 
To prepare carefully upon a subject through 
out the course, and then, upon the examina 
tion, to throw away a substantial part of your 
advantage merely through the failure to 
adopt a few simple and obvious precautions, 
such as are here suggested, is surely a foolish 
and unscientific waste of energy.” 


oPo 


Annual Roll of Honor 


TT’HE following teachers have joined the 


100% clubbers during the past month: 
INDIANA 
Bedford 


Dolt, Bedford High Schoo! 


MASSACHUSETTS 


Rose Mary 


Pauline E. Haeussler, Northbridge High School, Whitins- 


ville 
MICHIGAN 


Emma Watson. Western State Normal School, Kalamazoo 


MINNESOTA 
Fox. Keewatin High School, Keewatin 


OKLAHOMA 


Laura M 


D. J. Blankenship, Beggs High School, Beggs 


RHODE ISLAND 
Our Lady of Consola- 


Sister Mary of the Sacred Heart 


tion School, Pawtucket 
WASHINGTON 


Harry E. Wald, Edison Union High School, Edison 
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The ‘Good Will’ Candidate of the Remington 
l'ypewriter Company 


ISS M k Orr is the candidate ol the 
Remington Typewriter Company in 
I the Good Will Election of the Ameri 


The 


rpose of these elections is to choose a dele 


Committee for Devastated France 


tion of representative American women who 
France. It takes 60,000 


a delegate, ind the 


to visit votes 
10c a 


voted at 


vote to elect 


ney these contests goes to help 
e work of 


in, one of the worthiest 


reconstruc- 


ses that 
iled to human 


ever ap- 

gen- 

osity 

The news should be 

great interest to every 

enographer typ 
for Miss Orr is one 


and 
most 


the leading and 


stinguishe¢ members 


this great profession, 
ich, first and last, has 
ranks 
veral millionsof Amer 
women 


cluded in its 


in business 
Miss Orr 
enographer and typist 


as a leading 


representative of the 
rofession in every 
nse. She has been a 
emington employee at 
e home office of the 
for thirty-four 
ears, and this 


ng and faithful service 


mpany 
during 
been 


er honors have 


Mass M. E. Orr eh 


many. She was the first of a longline of World 
Champion Typists, and it was her surpassing 
speed and skill as an operator, which, many 
years ago, attracted the attention of the com 
pany's officials and led to her employ as a mem 
ber of the Remington Since 
then she has served as secretary tothe executive 


organization 


officials of the company through three succes 


and tor hve was 
Acting Treasurer 
Director of the 
the first 


believed, 


sive administr itrons, years 
and a 
Com 
pany, woman 
it is and cer 
tainly the first stenog 


rapher, who was ever 


elected to the directo 
rate Ol a great corpo- 
ration 


‘ rood W ill Del 


compose ad 


T he ™ 
egations ire 
ut le ding Americas 
women, there 
choice of Miss O 


a candidate, tor wh 
could be 


tative of the 


more represe! 
Americar 
business woman 
Here 18 an oppor- 
tunity for us to hel; 
send another fellow 
worker go to France, and 
the good 
Miss Anne 


Morgan's Committee at 


along 
work ot 


he Ip 


Sa rie time! 


New York City 


oOo 


Get Acquainted With the Telephone 


“ INCE the telephone is of such commor 
use, not only in the business office but 
in the home as well, it would seem that 

ere ought to be no special difficulty in secur 
g young men and young women who could 
se this most common of business appliances 
flectively; yet it happens that in almost 
e-third of the calls for office help the pro- 
ective employer mentions the fact that he 
who can talk intelligently 

There can be but one cause 


lesires someone 
n the telephone 
or his ma! Ing suc h a request in connection 
vith a prospective employee, and that is 
that so many office workers are not able to do 


ist that very thing the way it should be done 


general rule which should 


There is one 
apply to all the telephone conversation on the 
part of the employee of any business firm, 
and that is that the conversation be courteous. 
Unfortunately, i 


who is talking to see the 


is not possible for the person 
person with whom 
she is carrying on the conversation, and while 
being unable to see the person with whon 
she is talking is no excuse for lack of courtesy 
cannot see the 

and know the 
at the other end of the line, makes it doubly 


idylike It is always safe 


the fact that she speaker 


irequently loes not perso! 
necessary to be 
to be courteous 

In addition to be ing courteous it Is necessary 
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for the employee to give the proper informa- 
tion in so far as her authority in the business 
is also to the advantage of 

she the informa- 
caller wishes to convey; and, 


extends, and it 

her employer if 

which the 
can not, or 1s not expected to answer 


can get 
tion 
if she 
it herself, make proper notes of it so as to be 
able to inform her employer properly. 

An employee's attitudeover the’ phone may 
be such as to make new business for her em- 
ployer, and on the contrary, it may be such 
as to lose for him some of what he already has. 
either of 
may be would be difficult, 
but it is mentioned with the that by 
merely calling the attention to this fact some 
may make study of any such atti- 
tude as is detrimental, and improve it. 
not to be necessary to mention 
in good taste for an office 
her friends over the 


lo describe just how these results 


brought about 


idea 
a careful 
It ought 


that it 
employee to visit 


never 
with 
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office 'phone during office hours, but observa 
tion has enforced the conclusion that such a 
suggestion is not at all out of order. 

To visit over the office telephone for any 
considerable length of time, necessarily ties 
up the line so that the office can not be reached 
by any theugh the business be 
very important In addition to this fact, 
to spend time in that way is not exactly fair 


one, even 


to the employer. 

It is well, too, 
to be especially careful so as not to hang the 
‘phone up in the speaker's ear. If you wish 
to let the other fellow hang the’phone up in 
your ear, that is but to do 
that with the person to whom you are talking 
is very likely to leave a bad impression. 

Be thoughtful and reasonable in your use 
of the office telephone, and your employer 
will value you more highly than if you do 
otherwise. 


at the end of a conversation 


your business, 


CO°O 


Obituary 


Enoch Newton Miner 


N MARCH 24, Enoch Newton Miner 

died at Duncan, Oklahoma, where he 

had established the Business 
College about months ago. 
Born in Kenosha, Wisconsin, 
years ago, Mr. Miner more 
quarter of a century one of the most promi- 
t and picturesque figures in the shorthand 
were in rail- 
under 


Duncan 
eight 
sixty-nine 


was for than a 


nen 
His early experiences 
and he learned shorthand 


world 
way othces, 
the instruction of Elias Longley, of Cin- 
1uthor of a Pitmanic system which 


time. 


cinnati, the 


had a very considerable vogue at one 
Moving to New York he became joint editor 
with Mr “The Educa- 
tor,’ and on the demise of that 
founded, in 1885, ‘“‘The Phonographic World,” 
| published and edited for twenty- 


hich he 
Miner was 


Lengley of Phonetic 


magazine he 


W 
seven years. Unquestionably Mr 
ablest editors and one of the most 
occupied the 

publication. 


one of the 
who ever 


shorthand 


interesting writers 

chai of a 
in unfortunate venture into business 
Miner went 


established a school 


editorial 

After : 
college work in Pittsburgh, Mr 
to California, where he 
at Alhambra Later he returned to New 
York, and in partnership with Mr. Arthur 
R. Bailey started a magazine for reporters 
called “The Shorthand Reporters’ World,” 
which was discontinued after three or four 
numbers had been published. He then taught 
Galveston, Oklahoma City, 
last year established the 
College, Duncan, Okla- 


shorthand in 


Kansas City, and 
Duncan 
homa. 


For nearly 


Business 


forty years Mr. Miner was a 


militant supporter of Pitmanic shorthand, 
but when he went into school work he adopted 
Gregg Shorthand and became not only an 
enthusiastic supporter of it, but a 
artistic and capable writer of it—a remarkable 
achievement for a man of his years and long 
experience with an entirely different style of 


really 


writing. 

He was the donor of the famous 
Medal for the best shorthand record 
by writers of less than ten years’ experience, 
which was successively won by Sidney God 
frey, London, Clyde Marshall, and Fred H. 
Gurtler, of Chicago, who won it permanently 
in the final contest in 1910. 

In 1907 Mr. Miner was elected president 
of the National Commercial Teachers’ Federa- 
tion and presided over the meeting of that 
body held in Indianapolis in 1908. His last 
public appearance was at the convention of the 
National Commercial Teachers’ Federation 
in St. Louis, 1921, when he delivered an 
address on “‘The History of Shorthand Speed 
Contests” (published in the August, 1922, 
issue of this magazine), and he was also a 
speaker at the Federation banquet. In the 
past year a book by Mr. Miner, entitled 
“Vocabulary Studies for Stenographers,’ was 
published. 

Mr. Miner is survived by his widow and 
four young children, the youngest being a 
baby less than a month old. Our profound 
sympathy in her bereavement goes to Mrs 
Miner. 

In a later issue we hope to give a more 
extended sketch of Mr. Miner's life and work. 


Miner 


made 
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| Editorial Views 





a 


Adaptability 


N insidious word is the word “secre- 
tary."" There are secretaries and secre- 

J taries—he or she may be anything from 
, member of the President's cabinet to one of 
hese potential workers who write shorthand 
is a word that 
is acquired such a vogue in the 
world that to-day it is actually hard to find a 
tenographer to letter. 
schools 


nd operate a typewriter. It 


business 


whom to dictate a 


They are all secretaries Business 


w have secretarial courses, and the imme 
woman 


to-day 


ite object of every young man or 


ho enters upon a business career 


ems to be to become a secretary 

[his is natural enough, for the wordimplies 
ch that is not 
mble associate “‘stenographer."’ The stenog 


suggested by its more 


ipher may or may not be a mere machine, 
the writer of letters and the filer of carbons 

lepending upon the business and the stenog 
but the magic word “secretary” 


no such doubt The secretary is 


ipher; 
permits ol 
never a machine, but a manager, a personal 
necessary and important cog in 
blamable ambition; 
few 


executive, a 
isn't a 
But there are very 
men, 11 


the business. It 

is highly laudable 
teachers, or 
define 


tenographers, business 
put to it, who the 
ecretary as distinguished from a stenogra 
There isa difference, of course, and a 


can duties of a 


pher. 
well defined 
Many students to-day on entering a busi 
ss college expect that when they are grad 
ite 1 they will step from the schoolroom into 
secretarial position. Why not? They have 
taken the secretarial course, they have 
t 1ught the secretary, 
what they paid for. They 
business men are willing 


one. 


been 
that 


seem to possess 


duties of a and 


e idea that most 
accept a newly-graduated student, trust 
ver with his check book and his most intimate 
iffairs, and pay her fifty dollars a week on 
tt her diploma which 
1ys she is a secretary. Perhaps there are 

isiness men who will take this chance, but 
this is a skeptical old world in which we live. 
We don't believe there are many. 

The matter of fact, in a 
higher degree than in most other callings, 
is the result of training not only, but of 
growth. Few genuine secretaries have started 
out as such; they were the stenographers 
with the training perhaps to be sec retaries, 
but who began as the humble transcribers of 
letters and by observation and intelligence 


1e mere evidence of 


secretary, as a 





grew into the position of secretary that awaits 


most sterographers with ability. Secretaries 


$< hools, not to be secretaries 


can be trained in 


they ar eraduate!, but to 


immediately 


possess the foundation uporr which to build 
{ 


and to grow The secretary is the peculiar 


aining, experience, 


combination 
adaptability. 
rhe ability to adapt 


seli to 


one § 


stances and co trons accel 


upor 
position, whatever it may be, to fit 
then to cast about for its opporti 


of the 


and 
Is One rare 
most valuable 
alike 
called upon to yp 


No st hool can co 


for two different po 


stenograpn 


can do is to lay the 


basi requirements 
up to the student 
as she adapts hers 
t he opportunities ol 


rhe 


explicit instruc 


main par 


and 5 
h 


its vast 
tine stenogray] 
with most of the 
business office 

the typewriter 
transcribe her 

can torcast 
best 
mechanics of 


she c 


various duties 
will be her abil 
her knowledge 
finds herself, tha mine her 


ining 

which 

Stati 

whether 
Indeed, 

found at the 

and, by the sar 

traced 

or training or e pmer t is the 

make the most o m in whatever 

ment they are « that nts All too ofter 

graduat« ipped and ambi 


less a success 


ef r 
tenog 


this « 


ck oft it c: 


has ae 
most tai I ‘ru rone s taient 


ability to 


envirot! 


the colleg: well-eq 
one not so 


tious 1s than the 


fortunate to begir ith, simply because, not 


all hi quipment, he cannot 
tasks of the 


position it! wri he must neces 


withstanding 
adapt himself 
routine 


t : imbler 


sarily begin. 
We all must go to the 
der to learn it thorough 


bottom of any study 
or any profession 1 
unusual equip 


from the 


ly. The special training, the 


ment is not meant to save one 
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humbler tasks, but rather to enable one to 
grow out of these tasks with experience 
[he secretary must begin as the stenographer, 
and her progress to a secretaryship will paral 
lel exactly the growth of her efficiency as a 
stenographer.—C. L. S. 


oOo 


An Invitation to All 


JYROBABLY the largest crowd of teachers 
that ever went to the Pacific Coast will 
be there this summer and visitors are cor 
dially invited to call at the Gregg Head- 
quarters in the Phelan Building while in San 
rhe Pacific Coast office will 
keep house during June, July, and 
August. It is located in one of the finest 
buildings in the city, in the heart of the shop- 
ping and theater district. On the front door 
you will find the motto, ‘‘Courtesy—Service.”’ 
And once inside, you will find it typical of 
the reception awaiting you. 

Writers of the system, as well as teachers, 
should feel free at any time to make Gregg 
offices their ‘“‘home.’’ Whether in San Fran- 
cisco, Boston, New York, or Chicago, a hearty 
welcome is extended to you. 


Franc isco. 
open 


CO?O 


Editorial Brevities 


AS a striking indication of the interest 
é with which shorthand is being regarded 
in these days by the educated and the Jilerati, 
we clip the following from the Bulletin of the 
National Arts Club of New York City: 


“The audience which packed the Galleries 
so that there was ‘standing room only’ on the 
evening of March 14 to hear John Robert 
Gregg's address on ‘Twenty Centuries of 
Shorthand’ was indicative not only of interest 
in the subject presented, but also of a regard 
mixed with unalloyed affection for the lec- 
turer, their fellow-member. Mr. Gregg 
gave a delightful and informing address, 
outlining the history of shorthand from the 
time of its use by the ancient Romans until 
it was apparently lost sight of for centuries; 
and from the revival of the art in England at 
the beginning of the 17th Century until 
the present time. Illustrations by, crayon, 
and the film which was first shown throughout 
Great Britain and is now being exhibited in 
this country, added to the interest of the 
evening. Several of the audience confided 
to the secretary that they had expected the 
lecture might be somewhat dry and technical, 
but on the contrary, it was of absorbing 
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interest and fascination from beginning ¢ 


end 


shorthand on a tel: 
admitted to pro 


New York Time 


A will written in 
graph blank 
bate in solemn form, the 
tells us, and its validity upheld by th 
probate court of England. It was written | 
a commercial traveler, who adopted phoneti 
writing as the quickest means of expressin, 
his wishes regarding the disposition of h 
large estate, when informed by the doctor 
that he had only a few hours to live. 

The stenographic characters were so per 
fectly executed that they were readily trans 
lated by the official shorthand reporter « 
the court in which the was offered 
probate. 


has been 


will 


By decision of the Municipal Council, the 
city of Toulon, France, has changed the nam 
of one of its leading boulevards to “Emil 
Duployé” in honor of the author of the well 
known French shorthand system 


The Stenographer and Phonographic World 
long a standard magazine of the shorthan 
profession, has recently undergone a chang 
of name and editorship Mr. Walter P 
Steinhaeuser, head of the department of com 
merce of The School for Boys, Port 
Deposit, Maryland, has assumed the duties 
of editor of the magazine, which will now b 
known as Commercial Education. The new 
magazine will cover all branches of commercia 
education, differing in this respect from the 
old Stenographer and Phonographic World 
which was exclusively a shorthand and typ 
writing magazine We believe under Mr 
Steinhaeuser’s supervision it will receive th« 
support of progressive educators. 


Tome 


> > > 


Russia 


showing 


the picture or 
page 371, that typewriting an 
stenography have come into favor among 
the nobility of that stricken country. The 
Soviet Government requires that everyone 
learn a trade, and many are the curious 
instances of men and women who had thought 
any kind of useful occupation degrading 
beginning life all over again with the necessity 
of earning their livelihood. This photograp! 
is of Russian refugees of the educated 
classes learning typewriting in a bureau 
opened for them in Lausanne. The instructor 
(standing) is a nobleman, formerly a mem 
ber of the Russian Embassy in Switzerland 
The elderly man at the right is a Russian 
General of note in the Army of the Czar. 


From comes 
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Art & Credentials 
D ent 


Conducted by 
Florence Elaine Ulrich 


631 South Wabash Avenue 
Chicago, Illinois 


Your Message to Garcia 


Responsibility i 
responsibility is 


HAT would you suggest telling young 
men and women now going out for 
the first time to take their places 

ilongside the executives in the business world 
is Stenographers?” 

“The. message to Garcia, by all 
I have with me right now a girl that is a 
good stenographer so far as taking dictation 
ind transcribing it is concerned, but she could 
never make secretary, simply because she 
is afraid to carry her to Garcia 
has no initiative and she 
has 


means. 


message 
n other words, she 
s afraid to assume responsibility. She 


and she is doing 


been with me for six years, 
practically the same things to-day that she 
did then, and inthesame way. During that 
time she might have become so familiar with 
my work that she undertake any 
number of little didn't have 
the initiative to see and to do. I haven't 
the time to explain. If I didn’t give her 
enough dictation the day before keep her 
busy until I got down in the morning, I 
should find her sitting at her desk with her 
folded. The other day she came to 
me and reminded me that she had not re- 
ceived an increase in in a long time. 
I told her that she was getting just as much 
as she was worth to me, but that she might 
getting twice as much.” 

Because black always looks blacker on a 
background of white, let me contrast this 
stenographer with another one that started 
in the same kind of office not a dozen blocks 
iway. Three years ago she entered this law 
office. After a few weeks, she decided that 
she liked the work and could be of greater 
assistance to her employer if she had the 
knowledge of law that would enable her in- 
telligently to assist with the important detail 
work. She went to night To-day 
she is on the advisory council of a steel cor- 
poration, making a handsome salary, and with 
the prospect in a few short months of seeing 


could now 


details, but she 


hands 


salar y 


be and could be 


school. 


God's way of making Man big: shirking 
Man's way 


of making himeell litth 


her name broadcasted over the country 
as the first woman to pass the bar examination 
degree 


initiative 


having received her 


ambition and 


without first 
Stenography 
did it! 
Because, no 
to stay in the 
to enjoy the 
ment, wouldn't 
inculcate into your experience the good habits 
that inevitably spell worth-while achievement? 


plus 
matter how long you expect 
business world, you are eager 
successful 


fruits of accomplish 


you like to begin now to 


If you are anxious to increase your earning 
you must not be content to go on day 
and year after 


same Way 


power, 
after day, 
year doing the same 


month after month, 
things in the 
unless there be no better way of doing them 
You 
responsibility to do some of the 
work that make 
efficient, and increase your value to 
employer I am story | 
read recently that 
Jimmy got a job 


concern He 


must be ever on the gui vive to assume 
important 


will vou stronger and more 


your 
reminded of a little 
I want to pass along to you 


with a real estate and 


began as office bov 
for himsel! 


There 


insurance 
Being ambitious, he soon acquired 
a desk and a 
his ambition stopped, and for than a 
year he stuck to his desk, holding 
down the job. Discovering that no increase 
had been given him at the end of the year, he 
became worried and determined to ask the 
chief about it As he entered, the 
up briskly. “You, Jim. What do you want?” 
‘I've got a criticism to make, sir.” 
“Complaint? Criticism? Always want 
to hear criticisms. I'll give you three minutes 
What is it?"’ 
“Well, sir, 
and get no raise 
“Work at the 
“Yes, sir.”’ 
“Doing the work?’ 
“Ves, sir." 
“What else 


small increase in pay 
more 


merely 


be SS looked 


I've been at the desk for a year 


desk?"’ 


insurance 


are you doing? 
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Jim gulped,and stuttered. ‘‘N-n-nothing 


else.”’ 
“Just what you did a year ago?” 
Jim nodded, 
“Being paid forAt the same?” 
Again a nod. 
“No reason for a 
more Come back when 
down three desks and I'll give you three times 
as much money as you are getting now.” 
I hope that not one of you will ever find 
with 


You're doing no 
holding 


raise. 
you are 


yourself slipping into the same class 
limmy, because ten chances to one you will 
receive the same treatment, though perhaps 
in a little milder form 

What are 
help you to carry message to 
Let me illustrate a few: The other 
stenographer was asked to bring to the desk 
a certain contract. 


that will 


Garcia? 


some of the things 
your 


day a 


of the manager a copy olf 
“Where is it?’’ she asked 
took time merely to say without looking up, 
“In the file “But file?”’ she asked 
nonchalantly ruffling her bobbed curls. Now 
the manager had to that contract at 
order to get off on the ‘“‘Century’’ 
letter. He wasn't doing the 
a file clerk for that 
what file’’ it 


The busy manager 


what 


have 
once in 
an important 

He had 
didn't 


filing. purpose. 
And he 


know “‘in was. 


He might have rung for the file clerk to bring 
the contract to him, but in his need the natural 
thing was to feel that the stenographer could 


not only do this but be depended upon to 
execute it promptly and efficiently while he 
continued with the problem in mind If, 
without any response to her second question, 
he rang the bell with a little more vigor than 
and his words 
understand 
That 
stenographer cannot be classed as a secretary. 
She the spirit of 
helpfulness that right-hand 
helper such as the is and ought 


seemed absolutely necessary, 
were a little more sharp, we can 
the exasperation that prompted them 
have initiative 
characterizes a 
secretary 


does not 


to be. 
“But I wasn't 
such 


hired for that,”’ is char- 
a girl. If your employer 
dust his desk for him, do not 


regards you as his office boy. 


acteristic of 
asks you to 
feel that he 
rhe chances are that 
ability not only to dust 
arrange his work that he can get at it with the 
least possible loss of time afterwards is a com- 
And is that not part of the 
to save her employer's time 


his confidence in your 
his desk but so to 


pliment to you. 
secretary's job 
that he may utilize it in the planning and the 
doing of bigger things? The stenographer, 
keen to become one of the best, will be ever 
on the alert to discover for herself the duties 
that she can relieve her employer of. Such a 
girl I have in mind who worked for a district 
sales manager of a Rubber Company in Chi- 
Recently he was promoted to general 


This 


cago. 
sales manager and sent to New York. 
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young lady had by her familiarity with the 
details of the made herself so in- 
valuable to him that he felt he couldn't get 
along without her. The result was that she 
named her own salary to go to New York as 
that required in 


business 


his secretary—a position 
genuity, tact, and skil 

It is real fun to “‘listen in" to a conversa- 
tion of a group of stenographers. Among the 
many things one invariably hears is, ‘‘My boss 
He knows nothing about Eng 
ive practically to com 
I wonder what he 
in the letters as 
He would 


can't dictate 
lish grammar, and I h 
him 
hand 
I ought to. 


pose his letters for 
would say if I should 
he dictates them to me 
then appreciate what I have to do for him.’ 
Now there are very few, if any, dictators who 
do not make grammatical errors, simply be 
cause their brainsare busyconsidering theprob 
lemsin mind, and they quite naturally relax 
into the working man’s 


They realize 


English instead of the 
purist’s English. this, and what 
they want is a stenographer quickly to develop 
the capacity to take a few words and compose 
the letter ible to do this they 


expect her to 


Until she is 
whatever changes in 
demands. The 
sooner she is able to do it the better is her 
chance for While the 
man has neither the time nor the inclination 
a stenographer each time she 


make 


good usage 


construction 


promotion business 
to compliment 
letter for him, generally he 
her this credit when talking about her work 
to some one else. Time and time again have 
I heard such men say, “The girl I have can 
write a letter better than I can dictate it.” 

So, if you are one of the stenographers who 
can take a dictation turn out a 
perfectly letter, worry 
about not 
need for that 
indeed. 


rebuilds a gives 


and 
don't 
The 
stenographer is very 
member man 
his errors. The 
Neither 
others 


man’s 
constructed 
being ipprec iated crying 
kind of 
But re 
him of 


great this, no 
likes you 
chances are he will resent it if you do. 


to remind 


want you complaining to 


Sooner or later he will hear of it, 


does he 
about him. 
and then you will wonder why you are out of 
a job. 

One stenographer, a very 
complained considerably about her employer's 
and did the work with such ill 
her go and 


capable girl, 
“ignorance,” 
grace that he was forced to let 
get some one else, perhaps less capable but 
pleasant and willing to do the work. The 
last time I heard of this girl she had descended 
from a $40.00 a week a $20.00 
a week job and didn't know how long she was 
Incidently, a cheerful 
attitude toward work always 
provokes like cheerfulness from associates, 
both employers and emploves 

Another qualiacation. A man recently let 
his secretary go (though she was very good and 
he was loath to part with her) because she 


position to 


going to stay there 


your almost 
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couldn't keep the details of the business to 
herself. On this particular occasion it was 
he repetition of a bit of seemingly unimpor 
unt conversation between her employer and 
prospect, but it almost cost her employer 
any thousands of dollars. He felt that 
e could not trust her, and it is important 
hat a stenographer be trustee of her employ- 
s business. To see and to hear everything, 
but to say nothing, is the ideal adage for the 
stenographer. Leave the details of your busi- 
ess behind you, shut them up in the recesses 
mind 
have 


your 
nce you 
eft the 
ind the temp 
hash 
will 


otiice, 


tation to 
them 
not be so great. 

It is respon- 
siveness to the 
inner Vibrations 
of the business 
that 
you quickly to 
dev elop the 
capacity to 
handle first the 
minor and later 


over 


enables 


the more im- 
meces ity deals « 
portant details 
hat will in 
rease your re- 
: > 4 tery 
sponsibility and 
enhance your 
value to the 
business man 
financially and 
otuerwise It 
is the unloading 
of these little 
details that en 
ables the busi 


a3 
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‘The world bewtows ite tdg prises beth is mamey and 
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Chet is inbtietive! IL. tell poe. 

TR fe Going the right thing without being told 
het qualification is the ability te ée 3 when you are told 
ones) thet te te ony, “carry the eeeenge te Gareise.* These 

* On Garry © “~eusage receive high homers, bet their 
recompense is net ale cys pre, orticaate. 

Next there are theee whe de the right thing oniy ehan 
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they receive indifference ané « pittance fer pay, They 


epend weet of their tine polishing « dened wth « bardé~ lace 
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on this page. Read it. Then cut it out and 
carry it with you to be read as pften as you 
have the is worthy 
of being 
each stenographer 

And just one thing more 


time Every word of it 


burned consciousness of 


into the 
While handling 


the employment service department of a 
large school in the East, this was a common 
everyday opposition to overcome: “No, | 
didn't stay in that office found 
that there was very little and I 
should lose all my shorthand speed, so I'm 

not going todo 
until 
real 


stenographer's 


because I 


dictation 


anything 
I get a 


job where there 
will be lots of 
dictation 
Again young 
people will say, 
“No, I'm not 
doing anything 
yet Several 


mt t 
have 


positions 
been offered to 
me but I'm 
for 
something real 
while 
because I am 
that 


1 am meant for 


waiting 
ly worth 
convinced 
bigger things 
My teacher 
tells me so.” 
L.isten tothis 
A young fellow 
applied for a 


job as a 


sales 
W he n 


what he 


man 
asked 


was 


ELAPeT MPP an 


SOOO ODO SO OOS OS SSSSSSSSSSSSSSSSSSSOGD 


doing, he 
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man to 
bigger 
ind better in 
his work, an 1 
so betters vour chances for promotion alongside 
of him. It and willingness 
to undertake quietly the correction of a word 
or a sentence or the doing ot seemingly “office 
boy” duties in a gracious manner that makes 
you liked. It is the relegating of office gossip 
to the inner channels that flow back to the 
brain rather than out through the mouth 
that inspires confidence and trust 
jualities, among others, distinguish the ambi- 


tious stenographer and help to develop that 
initiative Initiative is 


ness 


become 


is cheerfulness 


These 


important quality, 
what will help you to carry your message to 
Garcia. 

Apropos of this is Elbert Hubbard's famous 
essay, so cleverly arranged by a student of 
Woodbury Business College and reproduced 


said, “— m de 
livering bread." 
“What!"’ ex 
claimed the 
Theconcern | worked for 
losed out the territory,and I 


salesmanager. ‘‘Sure 
three weeks ago « 
couldn't afford to sit down and wait fora job,so 
I took anything—just to keep my hands in the 
habit of working You're hired. I like your 
spirit. A fellow who does something until the right 
kind of spirit that 
weanization.”’ There are 


ga 


thing comes along has the 
we want in our 
wait tor 
much as the 
write a shorthand word 


students who will sit and 
months without so 
Manuals to read or 
while waiting for the ideal position to open 
up. And many of them are disappointed to 
discover when there is an opening that it goes 
to the one who has kett his hands in the habit 
of working. 


You are not 


many 
opening 


that student, are you? 
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May Typewriting Speed Test 


(Test for the Competent Typist Certificate, good until June 25, 1923) 


JOST of the tea plantations in Java are on government lands, which are 
leased to contractors for terms of years—rarely less than ten, and not 
over twenty. At the beginning of the enterprise the government mack 
cash advances to the contractors, so that they could have the necessary 

capital for clearing the land and starting their crops; these advances were to be 
repaid in tea at prices that would give large profits to the contractors, and on this 


plan a good many plantations were started. 
The government imported skilled workmen from the tea districts of China to 
instruct the|natives in the business, and it also imported a large supply of tea plants 


and tea seed. For the first few years the enterprise was a doubtful one, but after 


a time it began to pay handsomely. 

The first thing the tea-planter has to do after getting possession of his lease is to 
clear the land and get ready for planting. This is no small matter, as the forest 
must be removed, and the soil thoroughly broken up. The outlay for this is con- 
siderable, and not much unlike clearing up a farm in New England, or in the back- 
Then the young plants are set out; after this has been done, 


woods/of Canada 
as in raising corn or potatoes. It 


the ground must be kept clear of weeds, just 
must be frequently stirred, so that the plant can get as much nourishment as pos- 


sible from the earth, and when this is done the planter has the satisfaction of seeing 


the bushes grow with considerable rapidity. 

It takes three years to get a plantation in condition to produce tea. The 
seeds are sown in a nursery bed, and the young plants are not ready to be set 
out till they are |a year old. They are then about nine inches high, and covered 
with leaves; and the first crop is taken when they have been growing two years in 
the field. The leaves are the lungs of the plant, and it would die if all of them 
were stripped off. Consequently, only a part of them are removed at a picking; 
and if a plant is sickly, it is not disturbed at all. The plants will last from ten to 
twelve years, and are then renewed; and on all the large plantations it is the custom 
to make nursery beds|every year, so that there will be a constant succession of new 
plants for setting out in place of the old ones. 

At the first gathering the half-opened buds are taken, and from them the finest 
teas are made. Then they have another gathering when the leaves are fully opened, 
and then another and another, till they have five or six gatherings in the course of 
the year. Each time the leaves are coarser than those of the previous gathering, 
and consequently the tea is not of so fine a quality. A well-managed plantation 
produces all kinds of|tea; and it was a wise requirement of the Dutch government, 
when they started the tea culture in Java, that the planters should produce 
both black and green, proportionately, and not less than four qualities of each. 

The gathering takes place only in clear weather; and for the best teas the picking 
is confined to the afternoon, when the leaves are thoroughly dry, and have been 
warmed by the sun. Only the thumb and forefinger are used in plucking the leaves 
from the bush; the pickers are generally women and children, who can gather on 
the average about forty pounds|of leaves in a day. It takes nearly four pounds of 
leaves to make one pound of dry tea; and the usual estimate is that a plantation of 
one hundred thousand plants can send ten thousand pounds of tea to market in the 
(647)—From ‘The Boy Travellers in the Far East,” by T.W. Knox. 


(To be continued 


course of a year. 


|Repeal from the beginning if completed in less than ten minute 
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Club Prize Awards 


A. or O. A. T. specimens, the emblem of the Order in bronse 
For the best paper in a dub of twenty O. G. A. or O. A. T. specimens, the emblem of the Order in silver 
For the best paper in a club of thirty O. G. A. or O. A. T. specimens, the emblem of the Order in gold 
For the best paper in a dub of fifty or more O. G. A. or O. A 


For the best paper in a dub of ten O. G 


of the Order 


For the best paper in any dub of ten or more C. T. test papers, and to all applicants whose specimens of the 
typewrtiing speed test win Honorable Mention (Honorable Mention is given papers writien al the rate 
T. pin or bution in gold, 


of seventy or more words a4 minuic), the ( 


T. specimens, a gold ring showing the emblem 








O. G. A. 
Gold Ring 


ie Friedgut. Regina Collegiate Institute, Regina, 
Sask., Canada 

Stone, Red Wing High School, Red Wing. Minn 

eth Ortner, High School, Lowell, Mass 

e M. Foley. Bay Path Institute, Springfield, Mass. 


sc Marburger, Bliss College, Columbus, Ohio 


Gold Pin 


ma Irene McCauley, Chester High School, Chester, Pa. 
fred Douglas, Savanna Township High School, 
Savanna, Ill 
ces Seeman 
Kans 
Louis Ludlam, 
Wash. 
na Fay Taylor, Bryan High School, Dallas, Tex 
ia R. Mailloux, High School, Lowell, Mass. 
Adkinson, Tucson High School, Tucson, Ariz 
rgaret Grimes, Kansas City High School, Kansas City, 
Kans 
s Walker, Polytechnic High School, Long Beach, Calif 
relia M. McCauley, Central Business College, Kansas 
ty, Mo. 
Jicka, J. Sterling Morton High School, Cicero, Ill. 


Kansas City High School, Kansas City, 


Whatcam High School, Bellingham, 


Silver Pin 


farie Elvira Medina, Las Cruces High School, Las Cruces, 
N. Mex 
a M. McDanel 
Calif 
1 Grabel, Hebrew Technical School for Girls, New York 
City 
celine E. Zwirn, St 
Minn 
unie Isaacson, Norway High School, Norway. Maine 
el L. Ulmer, Great Falls High School, Great Falls, 
Mont. 
yn Dobbertin, St. Philomena School, Chicago. Ill 
ne Mobus, Caldwell High School, Caldwell, Idaho 
ena LaFoille, Ferris Institute, Big Rapids. Mich 
strice A. Logan, St. Elizabeth School, Philadelphia, Pa. 
» Harsh, Stevens High School, Lancaster, Pa 
ired Zaiss, Franklin High School, Los Angeles, Calif 
lle Morton, Franklin High School, Portland, Oregon 
Nagatoski, Santa Cruz High School, Santa Cruz, 
Calif 
rothea Wilder, Bloomington High School, Bloomington, 
th 
rence L. Hall. Cony High School, Augusta, Maine 
ris Powell, Everett High School, Everett, Wash 
ementine Miller, University of North Dakota, University 
Station, Grand Forks, N. Dak 
elen D'Arcy, Sacred Heart Convent, Trenton, N. J 
nma Martin, State College, Tallahassee, Fla 
na Garrett, Port Arthur College, Port Arthur, Tex 
lertha Shenk, Evanston Township High School, Evanston, 
Ti. 
arold Klamer, Francis Joseph Reitz High School, Evans- 
ville, Ind 
Jorothy H. Warner, Oneonta High School, Oneonta, N. Y. 


Orange Union High School, Orange. 


Francis de Sales School, St. Paul. 


Jennie Schur, Hollywood High School, Los Angeles, Calif. 
A. Miriam Huhn, Churchman Business College, Easton, 
Pa: 
Metha Kesler, Hastings High School, Hastings, Mic! 
Marie Franzen, Ashland High School, Ashland, Wis 
D. Arline Damon, Edward Littl High School 
Maine 
Dorothy Rettig, J. 
m 
Ruth Zendt, J. Sterling Mortor 
Myrtle Kravetsky, J. Sterling 
Cicero, Ill. 


Auburn, 
Sterling Morton High School, Cicero 


High School 
Morton High 


Cicero, Il! 
School, 


Bronze Pin 


Wilma M Nashwauk, 
Minn. 

Isabel Vay, Eugene Business College, Eugene, Oregon 

Bernice Rust, St. Mary's Academy, Leavenworth, Kans 

Robert Feree, Webster High School, Webster Groves, Mo 

Blandina Schwarz, Commercial Experts’ Training Schoo 
Los Angeles, Calif 

Grace Kamm, Highland High School, Highland, I)! 

Helen M. Lilley, St. Patrick's High School, Stoneham, 
Mass 

Alda Stauffer, 
Canada 

Frances Thurber, High School, Neodesha, Kans 

Frank Hahn, St. Peter's School, Fort Wayne, Ind 

Margaret Merrit, Hanford Union High School, Hanford, 
Calif 

Manford Robinson, La Plata High School 

Mary Parker, High School, Peoria, Ill 

Edith Falkner, Shell Lake High School, Shell Lake, Wis 

Phyllis Pridham, Teton County High School, Choteau 
Mont 

Thelma Black, St. Mary's Academy, Quincy, Ill 

Martha Femstein, Hebrew Technical School, New Vork 
City 

Clara Reeve, Burlington Business College, Burlington, \V't 

Marion O'Brien, Brown's Business College, Springfield, !! 

Pearl L. Norder. Silver Creek High School, Silver Creek, 
= VF 

Elmer N. Marshall, Douglas High School, Evansville, Ind 

Cleo Chrisof, Strayer’s Business College, Baltimore, Md 

V@&a Moore, Yakima High School, Yakima, Wash 

Hilia Dahl. High School, Ishpeming, Mich 

Lorraine Breault, Holy Family School, Worcester, Mass 

Florence Levy, High School, Vineland, N. J 

Mildred Dolfin, Heald’s Business College, Sari Jose, Calif 

Olga Sosenko, Benid Township Hith School, Bend, Il! 

Lucille Prestan, High School, Chippewa Falls, Wis 

Amy Polomik, Lead High School, Lead, So. Dak 

Mary Williamson, Virginia Commercial and Shorthand 
College, Lynchburg. Va. 

Gladys Stearley, Platte Valley 
Scottsbluff, Nebr 

Viola Johnston, High School, Norfolk, Nebr 

Robert G. Snyder, Central High School, Sioux City 

Clara Hilger, St. Joseph's School, Aurora, III 

Beatrice Carlson, High School, Eau Claire, Wis 

Kathieen Elizabeth McGurie, St. Mary's School 
Mass. 

Sigr Fidusk, Franklin High School, Los Angeles, Calif 

Joseph F. Mullin, Rider College, Trenton, N. J 

Della Slaback, Anaheim Union High School 
Calf (Continued on page J62 


Pappila, Nashwauk High School 


Euler Business College, Kitchener, Ont 


La Plata, Mo 


Commercial College 


lowa 


Melrose 


Anaheim 





362 THE GREGG 


Ruby Bontemps, Pacific Union College, St. Helena, Calif. 

Bessie Mauzey, Brunswick High School, Brunswick, Mo. 

Mabel Hopkins, South High School, Omaha, Nebr 

Ilah Fisk, High School, Hamilton, Mont 

Edna Sheen, Immaculate Conception High School, Brook- 
held, Mo 

Sarah Agnes, Hebrew Technical School for Girls, 
York City 

Garnet Ripper, High School, Shreveport, La 

Mary Staples, North Dallas High School, Dallas, Tex. 

Joseph Adelman, Manual! Training High School, Indianap- 
olis, Ind. 

Toivo Wahtola 
Sandstone, Minn 

Myrtle M. Harwood, Platteville Public Schools, Platte- 
ville, Wis. . 

Lydia Bollinger, 
wood, Calif 

Edna Kuttig, High School, Lancaster, Ohio 

Florence E. Bieneman, St. Mary's Commercial School, 
Burlington, Wis 

Elizabeth Haas, Lynchburg High School, Lynchburg, Va. 

Etta Marks, High School, Mishawaka, Ind 

Wilma Loewenstein, Keokuk High School, Keokuk, lowa 

Wallace Klockler, Teton County High School, Choteau, 
Mont 

Marjory Stoner, High School, Baraboo, Wis 

Gladys Williams, Central High School, Tulea, Okla 

Joseph R. Powers, Consolidated School District, No. 138, 
Huntley, Ill 

Emma Holstad 


New 


Consolidated School District, No. 5, 


Inglewood Union High School, ‘Ingle- 


High School, Benson, Minn. 
Violette Robert, Notre Dame School, North Adams, Mass. 
Lorraine Scheelea, Community High School, Pekin, Ll. 
Gordon Anderson, Public Schools, Cambridge, Wis. 
Marie Wells, The City School, Monroe, Wis. 
Edna Casner, Piedmont High School, Piedmont, Calif. 
Gracia Genereux, St. Louis Academy, Lowell, Mass. 
Mattie Parrish, Marysville High School, Marysville, Kans. 
Clara Berg, Knapp'’s Modern Business College, Tacoma, 
Wash 
Josephine Stockton 
Frances Barnhart 
Ohio 
Robert H Joos, St 
Marion Bertwell, Ridley 
Pa 
Janet R. Mateer 
Lelah Hungerford 
Scottsbluff, Nebr 
Margaret Burghardt, 
Cleveland, Ohio 
Mabel Williamson, 
Mont 
Grace Powers 
Ruth Walker, South 
waukee, Wis. 
Helen Worden, Ionia High School, Ionia, Mich 
Eva Delap, Prairie du Chien High School, Prairie du Chien, 
Wis. 
Olga Rinetti, Lincoln High School, Los Angeles, Calif. 
Margaret Sullivan, Butte High School, Butte, Mont 
Mabel Buck, Heald'’s Business College, San Jose, Calif. 
Helen Harrow, St. Agnes Academy, Kansas City, Mo. 
Edith Stewart, High School, East Providence, R. I. 
Esther E. Gabel, Independent School District, No. 8, 
Wallace, Idaho 
Ralph E. Brown, Rider College, Trenton, N. J 
Melvin Engelstad, Lincoln High School, Thief River 
Falls, Minn 
Alma Daughty. South 
Portland, Maine 
Alice Benoit, Holy Family School, Worcester, Mass. 
Helen Vedder, Urbana High School, Urbana, III. 
Catherine Murray, Argentine High School, Kansas City, 
Kans 
Laura McKillop, Sault Ste. Marie High School, Sault Ste. 
Marie, Mich. 
Anna Mortiz, St 
Minn 
Josephine Schulteis, St. Ann's School, Milwaukee, Wis. 


Littleford School, Cincinnati, Ohio 
Pilgrim Junior High School, Columbus, 


Bernard's School, Cologne, Minn. 
Park High School, Ridley Park, 
Ireland 

College, 


The De Bear School, Belfast 
Platte Valley Commercial 


Metropolitan Business College, 


Whitefish High School, Whitefish, 


Aspinwall High School, Aspinwall, Pa. 
Milwaukee High School, So. Mil- 


Portland High School, South 


Agnes Commercial School, St. Paul, 
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Marjorie Fort, Stonington High School. Stonington, Conn 
Esther Larson, Ottumwa High School, Ottumwa. lows 
Amelia Schertler, Wadena High School, Wadena. Minn 
Brownlee Wilt, Elkins High School, Elkins, W. Va 
Vivian Riley, Our Lady of Victory School, Chicago, I! 
Frona Wigmon, Havre High School, Havre, Mont. 
Lora Gauger, Reinbeck High School, Reinbeck, lowa 
Edith Watson, Battle Creek High School, Battle Creek 
Mich. 
Lillian Scott 
N. Mex. 


Albuquerque High School, Albuquerque 


Honorable Mention 


Harry Leibovitz, Business High School, Pittsburgh, Pa. 

Margaret Thomas, Business High School, Pittsburgh, Pa 

Esther Lipsky, Business High School, Pittsburgh, Pa 

Alma Schrei, Business High School, Pittsburgh, Pa 

Dorothy E. Feddersen, Business High School, Pittsburgh 

Pa. 

Robert Warnock, Business High School, Pittsburgh, Pa 

Alice Gordon, Business High School, Pittsburgh, Pa. 

Helen Manko, Business High School, Pittsburgh, Pa. 

Michael Yalch, Business High School, Pittsburgh, Pa. 

Henry Appel, Business High School, Pittsburgh, Pa 

Ernestine Maynard, Teton County High School, Choteau. 
Mont. 

Cecil Erwin, High School, Miami, Ariz 

Harold Roy Grunebaum, Armour & Company, New York 
City 

Ida Leinoff, Hebrew Technical School for Girls, New York 
City 

Gussie Milt, Hebrew Technical School for Girls, New York 
City 

Michael Petrick, High School, Pottstown, Pa 

Olive Bondneau, High School, Leominster, Mass. 

Donald Livergood, Agricultural and Mechanical School 
Stillwater, Okla 


100% Clubs 


Harry F. Connett, Nashwauk High School, Nashwauk, 
Minn. (12) 

A. E. Roberts, Eugene Business College, Eugene, Oregor 
(12) 

Mrs. D. S. Robbins, Las Cruces High School, Las Cruces 
N. Mex. (27) 

Mary E. Harrison, Commercial Experts’ Training Scho 
Los Angeles, Calif. (14 

Cordelia Wildi, Highland High School, Highland, Ill. (16 

Sisters of Providence, St. Patrick's High School, Stone 
ham, Mass. (11) 

Martha Z. Schmitt, Orange Union High School, Orange 
Calif. (25) 

Miss N. B. Laughlin, High School, Neodesha, Kans. (1C) 

Charlotte A. Follmer, Hebrew Technical School for Girls 
New York ¢ ity (22) 

Sister M. Ambrose, St. Francis de Sales School, St 
Minn. (21) 

Nora M. Martin, Norway High School, Norway, Maine (23 

Mrs. A. H. Packer, Teton County High School, Choteau 
Mont. (10) 

Lillian Badesch, Hebrew 
New York City (16) 

Sue C. Devereaux, Strayer’s Business College, Baltimore 
Md. (17) 

Myrtle Rose, Savanna Township High School, Savanna, 
Ii. (32) 
Clara E. Borchert, 
Calif. (10) 
Elizabeth Ann Tollman, 

Calif. (10) 
Lillian Badesch, Hebrew Techriical 
New York City (13) 


Superior Merit Certificate 


Pau! 


Technical School for Girls, 


Heald's Business College, San Jose, 
*acific Union College, St. Helena, 


School for Girls, 


Myrtle Anderson, Gardner High School, Gardner, Mass 
Hock Chuen Buen Wongee, Assumption College, Bangkok 
Siam 


[O. A. T. and C. T. awards are listed on page 366] 
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Material for May Tests 
Good until June 25, 1923) 


O. G. A. QO. A. T 


Junior Test 


fi many of you who are going into offices 
this summer the pointers from ‘“‘Secre an accurate nad balanced 


il Studies, on the Technique of Tek ‘ the following ‘ hs about 
bing, selected 


this month's 





t, may prove ol 
ecial interest. 
The purpose of the O. G. A. is to encourage 
tar the development of skillful shorthand writing 
Membership is granted to those whose notes show 
artistic merit 

How to become a Member: Practice the test 
article until you secure two copies that represent 
your best work. Mail one of these to the editor 
of the department, and retain the other for com 
parison with the published plate. If the specimen 
sent us reaches the required standard, a member 
ship certificate will be sent you. Otherwise your 
work will be returned with suggestions and criti 
cisms and you may try again. To secure approval 
notes must be correct in theory, accurate in pro 
portion and execution, free in movement 

A Certificate of Superior Merit is awarded 
to those whose notes are of superior excellence 
This is the highest credential awarded for artist 
shorthand writing. It will be issued in connection 
with the membership certificates to those whose 
notes warrant it. Members may become candi 
dates for the Certificate of Superior Merit A cir 
cular about this certificate and how to secure it 
will be sent on request. 

Examination Fees: An examination fee of 
ten cents must accompany each specimen sub 
mitted for membership, fifty cents each applica- 
tion for Certificates of Superior Merit. 


-- ee ae 


The O. A. T. is the professional organization 
of the artists in typewriting It is open to all who 
quality as superior craftamen 

Junior Membership: Membership in th 
Junior division is open to anyone who is studying 
typewriting in a school or by himself who is abk 
to pass the Junior test. 

Senior Membership: Membership in the 
Senior divison is open to all typists whether 
attending school or not who have reached a speed 
of at least forty words a minute. Senior tests 
must be accompanied by a signed statement that 
the candidate has attained -this speed 

Competent Typist Certificate: This cer- 
tificate is issued to candidates able to qualify at 
fifty words or more a minute on the Monthly 
Speed Test. No papers rating leas than fifty net 
words the minute are to be submitted 

Tests: The tests for both membership and 
“competency” appear in this department each 
month. Tests may be practised as often as desired 
but only one «specimen should be sent in. Each 
part of the membership tests should be typed on 
a separate sheet The speed test matter must 
be written as a ten-minute test, subject to Inter 
national Rules, and accompanied by the timer's 
affidavit A test is good only until the 25th of 
the month following publication 

Fees: An examination fee of ten cents must 
accompany each membership test. No fee is 
charged for speed tests A beautiful Certificate 
is issued to all those who pess any of the tests 











nce, so that tl 

the other en 

any executives yen ri ly to being called i 

and it does m neip : : y are kept waitir 

ven for a few momert Frequently this transfer 

made without or passing between the secretary transfers from one e t anot are esary. 

1 the person making the call As soon as the person example, a shipment t ye move via the Pennsylwania 
sked for responds, the telephone can be transferred and the Southern Pacifi r me part way by railroad 


) 
’ ’ 


the employer without speaking. and part by water ’ a nd rai means that @ 
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shipment is routed so as to go part way by railroad and 
part by water transportation on the Great Lakes 

“Traffic” applies to the conveyance or movement of 
goods; as, ‘railroad traffic,”’ ‘ocean traffic.” “lake traffic 
et 

A “way bill” is the freight conductor's list 
description of the goods carried on his train. 

F. O. B. means literally “free on board”; that the 
goods will be delivered to the transportation company 
without charge for cartage or loading. 

C. I. F. is an abbreviation of “cost, insurance, freight."’ 
and when used means that the shipper pays the cost 
of these items, or does not, depending upon the statement. 

Cc. O. D. is an abbreviation of “collect on delivery.’ 
and means that the goods are to be paid for on delivery 
by the transportation company. The payment is made to 
the agent of the transportation company. who in turn 
transmits it to the shipper A charge is made for this 
service 

“Fegt.” or 


and 


“frt.”” is an abbreviation of “freight.” 

A “manifest’ is a list of goods to be shipped by ocean 
transportation It shows the value of the goods for the 
benefit of the custom house official. 


Senior Test 


Write a letter of application for a position 
such as you feel you can fill, using the follow- 
ing model form as a guide. Be sure to have 
the proper heading at the top of the letter 
and your signature nicely pen-written at 
the close. The letter should be a model 
of neatness, accuracy, and attractiveness. 
Remember that there will be hundreds 
of them coming to the advertiser—and 
what you want to do is to have your letter 
stand out among the best, in the hope that 
you will secure the privilege of an interview. 
The practice you get in this test will aid 
you in writing a real letter of applicationassoon 
as you are called upon to do it. 

Dear Sir: 

The attached sheet will give you full particulars about 
myself, my education and my experience. 

The qualifications I possess should fit me admirably 
for the position you advertise in to-day'’s————————_. 

I hesitate to name a salary, for I seek a position with 


a future, rather than a “job.” I shall be glad to work for 
you for a week and leave it to you to decide how much I 


am worth to you 

Give me an opportunity 
am the man you need 

When may I call? 

Yours respectfully, 

In addition to the letter of application, 
which should be brief and to the point, write 
out in an attractive and clear way an out- 
line of your ability, training, and experience 


to tell you in person why I 
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that makes you particularly fitted and desir 
able for the position; also give age, nation- 
ality, etc., and salary expected. Inclose this 
with your letter. 


(Qualification sheet.) 
paper (8 1.2 x 11). 

On the top right-hand corner write your name in ful! 

Below that write your house address and telephone 
number 

On the top left-hand corner paste a small photograp 
of yourself. Something about 1 1-2 inches square is larg: 
enough. 

If you are already working, give 
number—but not the name of the concern 

Put it thus: Between 9-12 and 1-5, telephone— 

Draw a red ink line across the paper just below al! th: 
above information. 

Then give the following particulars of yourself 
weight, color of hair, color of eyes, complexion, 
or single, family, dependents, if any. nationality, 

Another red ink line. 

Now write the words 
left-hand side of the paper 
your last three or four employers. 
now with first. and so work backward. Put 
mation thus: 

Jones & Co., 85 High Street. Main 966, as head 
bookkeeper, from August, 19017—=still here 

$35.00 a week. Reason for desiring change—prog- 
ress too slow. Referto Walter Jones. 

Brown Bros., 16 Milk Street, Centre 22 
cashier, from June, 1916, to August, 1917 
aweek. Left to accept better position at 
& Co. Referto John Brown. Etc. 

Another red ink line. 

Write a caption “Education.” Then state briefly 
what your education is, putting the most important busi 
ness education first. Do not put anything below the 
highest school work you took. For instance, if yo 
are a high school graduate. the last item will he graduate 
from high school, at such a date. Write it after this 
style: 

Special courses in salesmanship 

Three years’ accounting study at— 

Business Administration 

(number) of years at 

etc. 

Again a red ink line 

Then give names of three personal 
friends to whom you can refer people. 

Now notice how complete is the information abou: 
yourself—and all on one side of a single sheet of paper 

Anyone looking at this can tell just what sort of fellow 
you are and what you have done and know. 

Prepare a number of these sheets, so that you can leave 
one with every concern you call on. 


EDITORIAL NOTE: These model: are 
‘ Harold al 


Take a plain sheet of good whit: 


your business ‘phon: 


Height 
marrie 
religior 


‘Business Experience” on t/ 
Below that give the name of 

Put the firm you ar 

the infor 


assistant 
$25.00 
Jones 


College of 


-Preparatory Schoo 


(not business 


worker of any class, both entering and already in 


tration. 
= St ae tat a lave lad be ee 
bitious business 


the profession. 


May comes laughing, crowned with daffodils, 
Her dress embroidered with blue violets, 
So gracious and so sweet she scarcely lets 

\ thought return of all the winter's ills; 

The orchards with enchanting wealth, she fills; 
In the green marshes golden cowslips sets, 
And all the waking woodland spaces frets 


With shy anemones. 


But ah, 


she wills 


At times to frown in sudden wayward mood, 
The violets shiver, clinging to the ground 
She's cold and blustering where once she wooed, 
And oftentimes in petulant tears is found 
Bu: like sweet women, who sometimes are cross, 
Her smiles come back the sweeter for their loss. 


— Selected. 
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O. A. T. Prize Awards 
(Continued from page 362) 
Gold Ring 
Bertha M. Randall, Bryant & Stratton College, Buffalo, 
N. ¥. 
Urban Duvall, St. Philomena School, Chicago, Ill 
Walter Duttweiler, Findlay High School, Findlay, Ohio 


Gold Pin 
R. F. Taggesell, Bryant & Stratton College, Buffalo, N. Y. 
Silver Pin 
Dorothy M. Cole, Findlay High School, Findlay, Ohio 
Marjorie Pibel, Union High School, Anaheim, Calif 


Mary Artmann, St. Francis Commerical School. 
waukee, Wis. 


Mil- 


Bronze Pin 


Corinne Cornell, Ottawa High School, Ottawa, Kans 

Lucile Hill, Incarnate Word Academy, San Antonio, Tex. 

James Laughlin, High School, Ashland, Pa. 

Sylvia Pruett, Mitchell High School, Mitchell, Ind. 

Corinne Kush, St. Philomena School, Chicago, III. 

Joseph Albert, St. Mary School, Scranton, Pa. 

Hazel Bennett, Laramie High School, Laramie, Wyo 

Lucretia Patterson, St. Clair High School, St. Clair, Mich. 

Aline Highsmith, Colorado Springs High School, Col- 
orado Springs, Colo. 

Viola V. Ross, Yerington High School, Verington, Nev 

Myrna Goodhart, George Washington Junior High School, 
Long Beach, Calif 

Mary Turner, St. Patrick Convent, Stoneham, Mass. 

Florence Kirchner, St. Joseph's School, Lancaster, Pa. 

Dean Smith Pinkerton, State Agricultural School, 
sellville, Ark. 


Rus- 


Honorable Mention 


Dorothy M. Cole, Findlay High School, Findlay, Ohio 
Louis Blankenhor, Findlay High School, Findlay, Ohio 
Mildred Smith, Findlay High School, Findlay, Ohio 
Marian Collingwood, Findlay High School, Findlay, Ohio 
Olga Elkrouri, Detroit Commercial College, Detroit, Mich. 


100°% Clubs 


Helen Holland, Ottawa High School, Ottawa, Kans. (16) 

Sister M. Octavia, Incarnate Word College, San Antonio, 
Tex. (11) 

Sister M. Clemens, St. Philomena School, Chicago, Ill 

Mary A. Heatherly, High School, Laramie, Wyo 

Alma Larson, Colorado Springs High School, 

Springs, Colo 10) 

S. Van Aken, George Washington Junior 
Long Beach, Calif. (16) 

Sister St. Paul, St. Patrick's Convent, Stoneham, Mass. 
(13) 

St. Joseph's School, Lancaster, Pa 


C. T. Awards 
Gold Pin 


Spencer Woodman, Union High Schoo!, Phoenix, Ariz. 
Margaret Bowers, Beckley College, Harrisburg. Pa 
Anna Harlovitch, Business High Schoo!, Pittsburgh, Pa 


(13) 
(14) 
Colorado 


High School, 


(10) 


Honorable Mention 


Lucienne Landry, Notre Dame School, Central Falls, R. I. 
(74.0 net words; 3 errors) 
Spencer Woodman, Union High 

(73.9 net words; 4 errors) 
Margaret Bowers, Beckley 
(73.1 net words; 4 errors) 
Ruth Jones, Keota High School, Keota, lowa 
words; 2 errors) 

Irene Pilon, Notre Dame School, 
(71.0 net words; 4 errors) 
Edward J. Quinn, St. Patrick's School, Wilmington, Del. 

(70.2 net words; 4 errors) 


School, Phoenix, Ariz. 


College, Harrisburg, Pa. 
(71.7 net 


Central Falls, R. I. 
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Distinguishing Porcelain 
and China 


(Official plate for the March U. G. A. Test) 


[irae € 


QGUCCEss depends on the ability to please 
\ the man you areserving. Serve him in his 
way and not yours. Ask yourself these ques 
tions: What are the duties of the position | 
am filling? What will please him? Always 
give the employer more than he has a right to 
expect from you. 
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Canadian Typewriting Championships 


Held in Massey Hall, Toronto, Friday, March 9, 1923 


Contestants in Vancouver and Victoria wrote the same maticr at the same time) 


Accuracy Championship 


Net 


MACHINE CONTESTANT Crry ERRORS MIN 


Inderwood Fred Jarrett Toronto 104 
nderwood Ruth F. Moore Toronto 
Inderwood Phyllis May Innes Victoria 
Inderwood Lillian E. Maas Victoria 
'nderwood Alexa Martin... Victoria 


Canadian Championship 


Underwood Lottie E. Betts Sault Ste. Mari 
Underwood Irma Wright Toronto 
Underwood Corinne Bourdon Do Toronto 
Underwood Reta Spencer Toronto 
Underwood Alta K. Stevens Toronto 
Underwood Mary Fisher Hamilton 
Underwood . Doris Russell Toronto 
Underwood Louise Marchese Vancouver 
Underwood Ruth F. Moore Toronto 
Underwood Estelle Adler Toronto 
Underwood Phyllis May Inne Victoria 
Underwood Vera McMillen Toronto 
Underwood Lily McLeod Vancouve 
Underwood Florence Cornock Toronto 
Underwood Tylee Burke Vancouve 
Underwood Margaret Brown Toronto 
Underwood Agnes Louise Marquart Victoria 
Remington Bessie Lamont Watsor Vancouve 
Underwood Dorothy W. Browning Vancouve 
Underwood Olive E. Fox Toronto 
Underwood ....Olive Hardy Vancouve 
Underwood Elizabeth C. Hoyt Vancouve 
lt nderwood Grace Long Vancouve 
Underwood Edith Clara Ga Simcoe 
Underwood Beatrice Louise Mogridgs Vancouve 
Underwood Rebecca Burke Vancouve 
Underwood Margaret H. Cooke Vancouve 
Underwood Amelia Anton. Vancouve 
Underwood Frances Elkington Victoria 
Underwood Fannie Goodman Toronto 
Underwood Lottie G. Keirnan Hamilton 
Underwood Hazel Victoria Cram Vancouver 
Underwood Lillian Emily Maas Victoria 
Underwood Ada B. Dunk Hamilton 
Remington Alma Josephine Graber Victoria 
Remington Janet May Tully Victoria 
‘nderwood Jennie Wilson Hamilton 
Inderwood Margaret Shoenchen Toronto 
'nderwood Florence A. Dawson Victoria 
Inderwood Arthur Charles Nicholls Vancouver 
'nderwood Alma Thompson Toronto 
'nderwood Dorothy Lancaster Toronto 
‘nderwood Edith Keers Vancouver 
Remington Henry Moreau Montreal 
'nderwood Robert Reid Toronto 
Inderwood Gladys May Gulliford Vancouver 
'nderwood Agnes Radcliffe Tierney Vancouver 
Tnaderwood Enid Leonora Thempson Vancouver 
‘nderwood Harry Goddard Hamilton 
Inderwood Mariorie Hobbs Vancouver 
Underwood Ethel Barry Toronto 
Underwood Margaret Irvine Beaddie Vancouver 
Underwood Alexa Martin Victoria 
Remington Robert Fred Hume Vancouver 
Underwood Hilda K. Heffell Vancouver 


—And thirty-six others 
One-Minute Championship 
Underwood Corinne B. Doyre Toronto 


Underwood Louise Marchese Vancouver 
Underwood Marguerite Cook Vancouver 





THE 


Inter-Provincial Championship 


!ACHINE ( ONTESTANT 
erwood Reta Spencer 
erwood Alta K. Stevens 
rwood Mary Fisher 
erwood Doris Russell 
erwood Louise Marchese 
ington Henry Moreau 
erwood Robert Reid 


~Twood Gladys May Gulliford 
erwood Enid Leonora Thompson 
rwood Agnes Radcliffe Tierney 


~Twood Harry Goddard 
rwood Marjorie Hobbs 
erwood Ethel Barry 
ington Robert Fred Hume 
rwood Hilda K. Heffell 


lerwood ..Dorothy Green 
lerwood Dora Woodhouse 
lerwood Evelyn Totten 


lerwood Katherine Newcombe 


erwood Fleanor Laird 
jerwood Marjorie Hobbs 
lerwood._. Agnes Tierney 
lerwood.._. Winnifred May Perry 
lerwood Lelia M. Garland 
jerwood Bernice Maloney 
jerwood Kathleen Barker 
lerwood Gladys McC ready 

jer wood Funice Bond 
iderwood Helen M. Boyce 


And twenty-seven others. 


nderwood Hazel Madden 
iderwood Alexa Martin 
iderwood Phyllis Anthony 
nderwood Margaret Maxted 
yal Charlotte McGill 
nderwood Mildred Gibbons 
nderwood Isabel Henderson 
nderwood Grace Stanley... 
iderwood Arthur Lefnishi 
iderwood Helen Howson 
nderwood Annie Morrison 
nderwood Irene Thatcher 
nderwood Isabel Clark — 
nderwood Doris Pegg. 
nderwood Elva Angus 
nderwood Florence Williams 
nderwood Bertha Samson 
nderwood Nettie Beattie 
nderwood Yvonne Walker 
nderwood Katherine Ingram. 
nderwood Annie Norlund 
nderwood Mildred Hopkins 
nderwood__ Winnifred Burgess 
nderwood Ena Ayres 
nderwood Ena Bolton 
nderwood Ruth Goodwillie 
nderwood Clara M. Gill 
nderwood Wylda Folliott 
nderwood Grace Atheisich 
J Margaret Tennant 
Jean Dryden 
Margaret Brooks 
Edythe McElhiney 
Lois Prouting 


—And fifteen others. 
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City 


Tornoto 
Toronto 
Hamilton 
Toronto 
Vancouver 
Montreal, Que 
Toronto 
Vancouver 
Vancouver 
Vancouver 
Hamilton 
Vancouver 
Peterboro 
Vancouver 
Vancouver 


Intermediate Championship 


Toronto 
Toronto 
Toronto 
Toronto 
Toronto 
Vancouver 
Vancouver 
Torento 
Victoria 
Victoria 
Dundas 
Vancouver 
Hamilton 
Victoria 


Novice Championship 


Toronto 
Victoria 
Toronto 
Milton 
Vancouver 
Toronto 
Toronto 
Teronto 
Toronto 
Toronto 
Welland 
Victoria 
Port Credit 
Toronto 
Vancouver 
Toronto 
Toronto 
Toronto 
Toronto 
Victoria 
Toronto 
Toronto 
Toronto 
Toronto 
Toronto 
Welland 
Toronto 
King 
Toronto 
Welland 
Vancouver 
Toronto 
Toronto 
Toronto 


(, ROSS 
1568 
145, 
1391 
1530 
1425 
1526 
1175 
1156 
904 
94) 
1149 
976 
1178 
905 
1181] 


10908 
932 
1093 
990 
8907 
927 
1016 
1023 
WO 
x56 
1069 
RRS 
YRO 
1002 
878 
921 
11 
a4 
977 
ais 
DOR 
867 
1061 
934 
1091 
840 
790 
1058 
111 
aso 
917 
1027 
902 
975 


ERROR 
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Making Coffee 


A Method Approved by Scientific Research 
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Typewriting Lessons at Lausanne 





>. <A 
- 4 + 
Berne’ tecsypinarephie 
whe credccvieee 





Russian refugees learning a trade. (See page 356.) 
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Church vs. the Print Studio 


(For Key see page 376 


C 
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The Slaten 


Conducted by Frederick H. Gurtler 


Court and Convention Reporter 
68 West Washington Street, Chicago 


How to Secure an Official Position 


ANY stenographers are anxious to 
Vi become reporters and are look 
. ing for ways to reach that much 
sired goal. Those reporters who now occupy 

ial positions might well be on the alert to 
worthy writers in touth with vacancies 
is often difhcult to get anybody to 
cept an official appointment. There is a 
scarcity of reporters in certain parts of 
there 


most 


country, while, on the other hand, 
re those qualified to fill the positions, yearn- 
g to have the opportunity to fill them but 

knowing the and 
ible to apply for the position 
It seems that the present official reporters 
ould inform the 
litor 
ich vacancies, 
of the 
should be 


where vacancy exists 


make a special effort to 
of this department, for 
giving the names 
whom 


addressed In 


example, of 
and ad- 
letters of 
turn, 
passed on to those 
ho have or hereafter file their 
plications with me. This would bea start 
yward a really worthy service for all parties 


resses judges to 
plication 
iis information can be 


who may 


mcerned 

But to become a reporter you must be pre- 
ired. I do not know why it is, but few 
eople are willing to pay the price of efficiency. 
reporters 
Now, it ¢s 


hey would endeavor to become 
thout the necessary preparation 

ill the advantages existing to 
iy to become a first-class shorthand writer. 
takes effort But if 


» fill a position with the Government or with 


wssible with 


you were expecting 


private corporation carrying a salary of 
$3,000 a better, it would take years 
effort, study, and application to prepare 
uurself to meet the requirements of such a 


year or 


Osition. 

The reason better 
orters than are paid office stenographers is 
yund in the skill required properly to record 
ourt would not say that 
eporters receive as large they 
hould receive, because that would not be the 
act. In order to acquire the necessary skill 
o do court reporting, and, further, in order 
0 maintain it, sufficient skill, effort, and 
‘xpense is involved to make it necessary and 
proper that reporters should be adequately 


salaries are paid re- 


proceedings I 
salaries as 


The question 
is, can you reasonably expect to get the salary 
of a court reporter without first developing the 
skill? 

Let us take an illustration in golf If 
international golf champion 
ibout it? I do not know 

So I can speak freely 
on the subject It occurs to me would 
first have to be the champion in your city, ther 
in your county, then in your then in 
the nation, and then Now 
it be folly to enter an internationa 
ouldn 


own city? I! 


compensated for their services 


you 


would be the 
how would you go 

anything about goll 
you 


state, 
internationally, 
wouldn't 
golf championship 
make a good showing in your 
you were the best player in you! 
might have the courage to enter an 
tional championship and if 
were many players in your state with a high 
might be very proper for 


contest when you « 
state you 
interna 


contest, there 


national rating, it 
you to assume you could make a good showing 
were the 
But 


in an international contest if you 


best of all the players in 
don't you suppose it requires years of practice 
known 


your state 


and study to become a nationally 
figure in golf? 
Returning to the 


are working in an 


realm, if you 


100 


shorthand 
ofhce with stenog 


raphers, you ought to be the best stenographer 


in that office Then, because of your contact 
your city you 


with people in other offices in 


ought to have the reputation of being one ot 
the best stenographers in the city Then you 
to think about 


othcial 


would be in a position prepat 


ing to fill an appointment as court 


reporter. Court 
and the best office stenographer in the world 


reporting is not ofhce work 


might not be at all prepared to do court 


reporting. On the other hand, such a st 
nographer, with alittle special training, could 
easily prepare for court reporting 

What does it 
A court reporter, 
general education 
fications, must have a high 
in shorthand writing Many 
been asked the rate of speed at which a person 
court One 


will 


mean to be a court reporter? 
besides having the neces 
quali 


skill 


have 


sary and physical 
degree of 


times I 


write to be a reporter 


twenty-five 


must 
hundred 
suffice sometimes for 


words a minute 


days, almost, in certain 





}» 
fullahead # 


half ahead A 


slow ahead ¢ 


full astern 
half astern 


slow astern < 


rad 
bridge deck C 


lower bridge + 


one blast 


one blast 
whistle 


chart room 


, 
steering COMmpass 


chief engineer 
second engineer 


fourth engineer 
one fathom 


fog horn 


fog signal 
forecastle 


aground 


grounding 


cast of the lead 


green light 
red light 


side light OG. © 


book ““—* 
= ( 


scrap log book 


deck log ita 


Ake 
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Terms Common in Merchant Marine 


AHEAD 


full speed ahead 


) 
Fa 
) 


- 


half speed ahead 


ahead < 


slow speed 


ASTERN 
) 


full speed astern | a 


half 


speed ast 


— £ 


slow speed asters 


BRIDGE 


on the bridge 


upper bridge "4 


AST 

one blast signal 

short blast 
CHART 


a 


chart house 


COMPASS 


- 
standard 


ENGINEER 


first engineer 
& 


third engineer 
FATHOM 


FOG 
) 


7 


fog whistle 
FORECASTLE 
forecastle he 


GROUND 


ground a 


LEAD 
casting lead [o) 
ing z ~~ 
LIGHT 
green side light ¥e Z 
red side light << o 
LOG 
scrap log 42. 


official log 


+ ( 


look out 


good look out 


chet mate < 


second mate 


arr 


RULES OF THE R 


whistle signal 


one blast signal * 


fo 


starboard 
starboard anchor 


starboard > 
quarter 


passenger 
steamer 


master of a b 
passenger 


steamer 


a 
ebb tide ¢ a 
> 


full tide AV 


low tide « <a” 


sling vessel @ 


€” 


high water 


> 


wheel o 


wheeisman 2 


LOOK OUT 


— 


look out man 


MATE 


2 
first mate 9” < 


FFICER 
first officer 7 
— 


? 
thord — 


eer a 


STARBOARD 


starboard bow 


tarboard side 


hard astarboar 


STEAMER 


freight steamer 
naster Of a 


frewght stea 


TIDE 


, 
flood tide C_ ot 


Jo 


high tice 


WHEEL 


wheelhouse 3 
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then, again, 200 words a 
Actual pages 
show on solid 


23 


and 
not be 


ceedings, 
nute will 
nscribed in my 


enoug! 
experience 
tter a sustained speed for one hour of 


is a 


have never counted the 
but 
ny oceasions when the sustained speed for 


hour 


minute | 


is in testimony, there have been 


tches of 30 minutes or an has been 


50 words a minute or higher The speed 


short spurts is difficult to estimate. 
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The question for you to decide is whether 
the 
reporter, 


you want to you 
want to be a 
be one. You can get a reporting appointment 
You can gain the distinction of being a first- 
You can gain the reputation 


You 


reporters 


or not price. If 


you 


pay 


really court can 


class reporter 
of being one of the best in the country 
other 
But will you? 
question. 


can be a reporter to whom 
and 


answer 


honor respect 


that 


will 


You 


pay 
alone can 


oOo 


A Brother-Reporter in Canada 


NE of the newest and most prominent 
additions to the Gregg reporting clan 
is Mr. | l Rowan and 
Wreck Conimissioner’s Court 


the Dominion of Canada. 


secretary 
vorter of the 
is is a federal court cov- 
a wide 
sdiction 
nce adduc ed at the vari 


territory ol 


The evi 


s investigations, especi- 


y in cases of collisions 


used in subsequent 
tions for damages in the 
\dmiralty Court, 
Supreme Court of Canada, 
1 the 
England. 


Council in 
the 
important cases 
Mr. Rowan in 


Privy 
Among 
iny 
ported by 
$ present position was 
he investigation into the 
Halifax on 

December 6, 1917, result 
the 


lives, due to a ce 


xplosion at 


g in loss of nearly 
000 
sion between the Belgian 

Relief Steamer’ Imo” and 

Munition 


Blanc,” ay: We 


he French 
Steamer “Mont 
in Halifax Harbour 
Also in the 
m into the 
with 
secretary 
He was 


most sensational cases of 


investiga- 

the SS “ 
1,020 lives, Mr 
to the chairman of the 


loss of Empress of 


Ireland,”’ Rowan was 
nfidential 
mmission. thus connected with 
the 

irs in the Dominion 

Of the reporting of the Halifax catastrophe, 
Mr. Rowan says 

“The reporting and transcription in this 


far from normal 


vo of recent 


con 


tions, owing to the damage caused to the 


se were done under 
iildings of the city, there being hardly one 
lilding which escaped untouched, and very 

unbroken fol- 
wed by severe weather, one may appreciate 
hat the buildings were not warm, and the 


Court House and offices where my work was 


windows, and as it was 


Rowan t he 
Ottawa, Ontario, Canada 


exceptions. 
difficulty in 
guaranteed 


any means 
the 
had 
furnish them the 

by midnight each night, 
the 


done not by 


Apart from that, there 


were 
was 
ind as | 


securing assistance, 


counsel to with evidence 


and sessions were 


under- 
had to 


lengthy, you will 


stand what we 
contend with 

‘I took the heavy ses 
sions in the morning, being 
issisted in the afternoon 
by another writer One 

sion which I took lasted 
trom 10 a.m.tol 


ind when 


30 p m 


typed out 
I ty ped 


fairly 


showed 102 pages 


s in the short 


space of 6 hours and 25 


making eight 


inutes, 


mmediately following 
is investigation Mr 
Rowan was appointed as 
retary and reporter of 
separate Royal Com 
sions, which involved 
taking evidence at all of 
important ports in 
from the Nova 


to the coast 


Canada 
scotia 
of British Columbia 

Mr. Rowan is a native of 


coast 


Chicago, but 
emigrated to Canada, where he commenced 
career. Of his 


he says: 


his reporting study of 
shorthand 
“At 


study of 
two 


the 
but 
write 


fifteen years of age I undertook 


Pitmanic systems, 
able to 
as well as the average person, I had difficulty 


I he n 


was 


one of the 


after years, while | was 


| discovered a Gregg 
struck the 


months’ received al 


in reading. 
Manual and 
and after three 
high-grade diplomaand started to work inalaw 
office, where I createda liking for court work.” 
a plate of special 


with System, 


study 


We reproduce opposite 
outlines which Mr. Rowan has evolved for his 


particular line of work Continued on page 376) 
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This will be found invaluable to reporters 
handling marine cases 

Mr. Rowan has already carved out a fine 
reputation for himself in the reporting ranks 
of Canada, and we him before 
long taking his place among parliamentary 
reporters in the Canadian House of Commons 


look to see 


COO? 


West Virginia Reporter Gets 
Letter from Billy Sunday 
following item in the 


WE observe the 

Shorthand Writer. Inasmuch as Mr. Short 
writes the same system that is known to the 
majority of the readers of this Department, 
it will be of special interest: 


firm of Wilmore & Short, Blue 
of an interesting letter 


Short, of the 
is the proud possessor 

A. Sunday, i 
1s sermon preached at Bluefield, as a 
saying among other things 


Mr. C. B 
field W. Va 
from Rev. W 
Mr. Short's report of 
fine piece of reporting 


which the evangelist praises 


well done I only know one other 
man who has taken me as well; that was a stenographer i: 


the House of Representatives at Washington 


It is exceptionally 


Sunday goes on to say that the mistakes 


In the letter Mr 
to his own diction, and 


which he did find, he could trace 
that he recognizes the fact that in hurrying to get a thought 
across he often chops off the end of a sentence 

There are many speakers who do what Mr. Sunday ad 
does It is because of this that a first-class 
something more than merely a 


mits that he 
speech reporter must bx 


rapid and accurate shorthand writer 
Pe ) 
oOo 


Church vs. the Print Studio 


(Continued from the April issue) 


(For shorthand plate see page 372 
Q Was that account on the books when Mr. Peterson 
came back? A_ Yes, sir 

Q You are positive of that, are you? A Iam 

Q Do you remember the Illinois account? 

A Yes, sir 

Q Do you remember Mr 

A Yes, sir 

Q Did you have any trouble with him? 

AI had a little dispute in regard to a bill 

Q You lost that account, didn't you? A _ No, sir 

Q Was that account on the books after Mr. Peterson 
gotback? A No, sir 

Q Do you remember Mr. Rice? A_ Ido 

Q Did you have any trouble with him? A 

Q What company was he connected with? 

A The United States Steel Company 
ounts that I mentioned are a 
accounts? 


Hanson of that company? 


No, sir 


"Wt ' 
Meal 


You 


© Now those a 
sccounts How about the out-of-town 
had a great many cancellations didn't you? 

\ Yes, for the reason that we were unable to fill the 
ders 

Y About how 
had? 

4 I have no idea 

Q There were a great many 

A Quite a number, yes 

Q So that when Mr. Peterson got back after being away 
for six months the company was pretty well shot, wasn't it? 


many cancellations would you say you 


weren t there 
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A No, sir. It was in better shape than when he we 
away. 

Q It was so well shot that you couldn't draw 
salary at the end of the week, wasn't it? 

A That was during the time they were both away 

Q Iam speaking of the time that Mr. Peterson 
awa) You said you couldn't draw your salary on Sa 
day nights. A Yes, sir 

Q And after he got 
started to make money 
since, isn't that right? A No, sir 

Q Mr. Alberts is one of the defendants in this 
isn'the? A _ Yes, sit 

Q Hewas employed by you? A _ Yes, sir 

© <Asasalesman? A _ “Yes, sir 

Q He did such good work that you 
the orders that he sent in? 

4 We could not fill the orders because we « 
get the material 

Q Now before Mr 
a salesman, isn't that right? 

A_ I had been a salesman, yes 


(To be continued next month) 


©} oO ° 


back the company immediat 


again and has been growing « 


could not su 
ould 
Alberts was employed you had be 


(2599) 


Chicago Convention 


of t 
Dra} 
192 


NE of the greatest conventions 

N.S. R. A. will be held at the 

Hotel, Chicago, August 20-23, 
Will you be there? The Committee on Lo: 
Arrangements and all the reporters in Chica, 
and Illinois hope that you will be 

However, if you are going to be there, wo 
you please make your reservation at the Dra 
now? By a special arrangement with t 
Drake we have reserved 70 rooms with bat 
at $4a day. Even if you want a more exp: 
sive room, this proportionate rate of char; 
will hold good provided you make your res« 
vation at once. When these rooms have be: 
spoken for the 
cost very much 
the day of the convention you probably w 
find it rather expensive to stop at the Drak 
Why not make your reservation now a: 
stop at the Drake all during the conventio: 
for a very reasonable price? 
The Drake is the 

America Because of the 
we have been able to secure, you will want t 
stop there. They have the facilities to mak 
it comfortable and easy for you to takea plung 
in the Lake every day at four o'clock Tl 
arrangement has made with the Pr 
gram Committee You can dress in yor 
room and go right out into the lake. Yo 
will want to the .Drake because 
its being convenient to the feature 
arranged for the members and guests attend 
ing the convention, and you will want to sto; 
at the Drake because of the charm of the 
furnishings, the inspiring environment, and 
the cool breezes that blow right off “‘old Mich 


rooms w 
wait unt 


available 
you 


next 
more, and if 


finest hotels 


reasonable 


one ol 
rat 


been 


stop at 
social 


igan.’ 
Won't you please make your reservatior 


now?’’~COMMITTEE ON Loca ARRANGEMENTS 
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The Automatic Typewriter 
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SUMMER ADDRESSES 
qf your magazine will not reach you at the present location during the 
summer, be sure to let us have your change of address early, specifying 


where June, July, and August copies should be mailed. @ Teachers, are 
your addresses in for the students whose magazines should no longer be 


sent to you in bulk for delivery? 
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Shorthand Correspondence Statement of the Ownership, Man- 
Continued f agement, Circulation, Etc. 


nued from page 348) 


Required by the Act of Congress of August 24, 1912 


ue eM 


‘i 


Herbulock 
1 Daugherty, N 
vel Shearer 
Doran, 627 S 


636 Se 


rie Silliman, 307 fF 
lamie Milberger, 542 : 

na Bowman, Springdale, Pa. 
rtrude Sherman, 604 Third St 
(To be continued next month) 


Tarentum, Pa 
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WD Short Stories in Shorthand lil 


i Good Job 


All Fixed 


His Brother's Keeper 


r/ 


Infallibly Plain 


Due Respect 


Height of Dumbness 


7 





